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About Employee Express

Employee Express is an innovative automated system that empowers Federal employees to initiate the processing of their
discretionary personnel-payroll transactions electronically. The Employee Express Web site complies with the
requirements of Section 508 of the Rehabilitation Act Amendments of 1998 (29 U.S.C. 794) and the accessibility
standards issued by the Architectural and Transportation Barriers Compliance Board.

WHY USE EMPLOYEE EXPRESS?

= Saves time - Employee Express eliminates the need for completing and submitting forms by replacing them
with user-friendly technology.

= Convenient - You can access Employee Express anytime, 24 hours a day, seven days a week, to process
changes or to review current information.

= Reliable - Employee Express has enhanced procedural checks for accuracy which are not available when using
paper forms.

HOW IS EMPLOYEE EXPRESS ACCESSED?

Employee Express can be accessed by touch-tone phone and through the Internet. For security reasons, cellular
phones are not recommended. Contact your agency's servicing personnel-payroll office to find out how
Employee Express can be accessed.

WHEN IS EMPLOYEE EXPRESS AVAILABLE?
Employee Express is available anytime, 24-hours a day, seven days a week.
WHAT INFORMATION IS NEEDED TO USE EMPLOYEE EXPRESS?

In order to access Employee Express, you need your Login ID and Employee Express Password. Please be sure
to use your Employee Express Password, not your TSP Password. Depending on the transaction, you may need
additional information. Employee Express or your servicing personnel-payroll office can assist you.

HOW SAFE IS THE SYSTEM?

The unigue combination of Login ID and Password needed to access Employee Express makes it as secure as
using an ATM.

IS ANY ASSISTANCE AVAILABLE WHEN USING EMPLOYEE EXPRESS?

Online Help information is always available when using Employee Express. In addition, you can call the
Employee Express Help Desk at 478-757-3030, which is available Monday through Friday between 7 a.m. and 7
p.m. ET. At other times, a message may be left and someone from the Help Desk will return your call. You may
also contact the Help Desk via e-mail at EEXHELP@OPM.GOV. Please include your full name, your agency's
name, your phone number and a brief description of your problem in your message. Questions concerning
specific personnel and payroll information, should be directed to your servicing personnel-payroll office.

WHAT IS THE EMPLOYEE EXPRESS HELP DESK?
The Help Desk provides the following services:

= Explains the options available and how to make your changes using Employee Express. These are:
Taxes, Financial Allotments, Direct Deposit, Address Changes, Thrift Savings, Health Benefits,
Combined Federal Campaign (CFC) and Password changes.

= Provides numbers for accessing the phone system, and contacts for your servicing personnel or payroll
office.

= |ssues a new Password for employees of all agencies. For faster service choose the new Password
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option on the phone system and your new Password will be mailed to you the next business day. You
may also request a new Password on-line.
=  Provides a confirmation letter for Health Benefits changes made through Employee Express.

For ALL other personnel or payroll information please contact your servicing personnel-payroll office.
If you would like to e-mail the Help Desk, please include the following in your message:

Your Full Name

Your Agency's Name

Your Phone Number

A Brief Description of your problem

To maintain security, please DO NOT include your Social Security Number (SSN) or Password in your message.

Send e-mail to EEXHELP@OPM.GOV.
=  For a new Password, please call the Help Desk at 478-757-3030 or request a Password on the EEX Web
site at www.employeeexpress.gov.

WHAT TRANSACTIONS CAN BE PERFORMED?

A variety of discretionary personnel and payroll transactions (e.g., changes to Financial Allotments, Health
Benefits, Thrift Savings Plan, Direct Deposit, Federal and State Taxes, and Home Address) can be performed.
Employee Express or your servicing personnel-payroll office can provide a current list of the transactions specific
to your agency.

WHEN ARE THE ACTIONS MADE EFFECTIVE?

Upon confirmation and completion of a transaction, Employee Express provides the effective date of the
transaction and the latest date it should appear on your Earnings and Leave Statement.

HOW DO | KNOW THE TRANSACTION WAS PROCESSED?

You can contact your servicing personnel-payroll office. You can check the Earnings and Leave Statement you
received after the effective date of the transaction.

WILL THE SYSTEM PROVIDE A PAPER CONFIRMATION OF A TRANSACTION?

In keeping with streamlining efforts and to reduce paper, Employee Express is taking advantage of existing
technology and is paperless. At the end of each web transaction, you will be given an opportunity to request
confirmation by e-mail. This confirmation is only to confirm that we have transmitted your action to your
agency'’s personnel-payroll office.

WHAT SHOULD 1 DO IF | CHANGE MY MIND?

You must use the same method you previously used to make the change, either Employee Express or the paper
form but not both.
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Computer Use — Unless otherwise stated in SBA policy, agency-owned or leased computers, software,
and telecommunications systems are to be used for work-related purposes only. SOP 90-47, Automated
Information Systems Security Program, has additional information on limited personal use of agency
Information Technology (IT) resources.

ID’s and Passwords — User ID’s are assigned to individuals and should not be shared with other persons
or groups. You must maintain the secrecy of your password. If you suspect your password has been
compromised, you must change it immediately. You are responsible for changing your password every 90
days.

Accountability — You are accountable for all actions associated with the use of your assigned User ID
and may be held liable for unauthorized actions found to be intentional, malicious, or negligent.

Unauthorized Access —You are prohibited from accessing or attempting to access systems or information
for which you are not authorized. You are prohibited from changing access controls to allow yourself or
others to perform actions outside your authorized privileges. You may not imitate another system,
impersonate another user, misuse another user's credentials (user ID, password, smart card, etc.), or
intentionally cause some network component to function incorrectly. You may not read, store, or transfer
information for which you are not authorized.

Denial of Service Actions —You are not allowed to initiate actions that limit or prevent other users or
systems from performing authorized functions, including communications deliberately generating
excessive traffic.

Data or Software Modification or Destruction —Unless otherwise authorized, you are not allowed to
intentionally modify or delete system software, data or programs. This excludes personal data.

Malicious Software —You are prohibited from installing or using malicious software such as computer
viruses.

Use of e-mail and Internet access — E-mail of an unknown or unexpected origin could contain a virus. If
in doubt, do not open such e-mail. Contact your local Information Technology (IT) Specialist for further
action. Downloading information from the Internet should be done with care.

System and Workstation Security — You are not permitted to circumvent system permissions. You are
not permitted to install new software on your machine. If new software is required, please contact your
local IT Specialist (or the SBA Helpdesk).

Remote Access — SBA reserves the right to limit remote access to ensure appropriate security to
computer resources.

Unauthorized Use of Government Resources — Unauthorized use of SBA systems and computer
resources for non-work-related activities, or any abuse of access capabilities, may result in disciplinary
action.

Reporting Security Violations — Any suspected security violations, breaches, viruses, or other security
related incidents must be reported to the local IT Manager immediately.
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SBA’s Employee Assistance Program (EAP)

What is the EAP?

The Employee Assistance Program (EAP) is a
confidential source of assistance to employees who are
experiencing stress or difficulties at work or at home.
The SBA has contracted with EAP Consultants, Inc., to
provide a range of services — in person, on-line, or by
telephone — to assist employees and their families in
coping with or resolving issues that are impacting
adversely on them.

Who is eligible?

All SBA employees, permanent and temporary, are
eligible to use this service. In addition, employees’
dependent family members are eligible to receive the
same benefits and services.

What is the cost?

Employees and their dependents are entitled to three
free visits per year, per problem or issue. If additional
or continuing assistance is necessary, EAP Consultants
will work with the individual to locate resources that are
covered by insurance or within the realm of the
individual's financial resources.

Is a supervisory referral required?

A supervisor may recommend that an employee contact
the EAP, based on discussions, observed behavior, or
on conduct and performance issues. However, an
employee or other covered individual is free to, and is
encouraged to, contact the EAP without a referral as
soon as he or she feels the need.

How confidential is the EAP?

All counseling sessions are completely confidential. In
some cases, an employee may want to sign a partial
waiver to demonstrate to a supervisor that he or she is
taking steps to deal with a problem. EAP Consultants
can give you full information concerning this aspect.

What issues can EAP handle?

The EAP is prepared to provide professional counseling
in many areas, including:

» Stress

» Marital/Family Issues

» Relationship Issues

» Work-related Difficulties
» Alcohol/Drug Problems

» Crisis

» Emotional Concerns
» Psychiatric Disorders
» Life Adjustments

» Medical Problems

Besides counseling, in what other

areas can the EAP offer assistance?

In addition to the areas previously mentioned, EAP
Consultants can provide information, services, and/or
referrals in the following areas:

Childcare
» Assessing Needs

» Making Arrangements
» Camps

» Exploring Options
» School Programs
» Special Needs

Eldercare
» Referrals for all types of resources

» Evaluating quality of facilities and resources
» Ensuring vacancies and propriety before referral

Legal Consultation
» All Areas (except employment law)

» Simple Wills » Discounts on post-EAP services

Financial Consultation
» Retirement Planning

» Debt/Financial Issues

» Money Management
» Investment Strategies

On-Line Legal/Financial Library
» Articles covering legal and financial matters

» Sample Legal Documents

Pet Services
» Breeders and Groomers

» Kennels

» Walkers and Sitters
» Veterinarians

Academic Resources
» School Profiles » Referrals to Tutors

» A College-Planning Guidebook

How do | contact the EAP?

Call one of the numbers listed above or go to their
website at wvw.EAPConsultants.com.

D
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: = FACT SHEET
T 1953, EEO COUNSELING AND COMPLAINT

The U.S. Small Business Administration (SBA) is an equal opportunity employer. Any
SBA employee, former employee, or applicant for employment who believes he/she has
been subjected to employment discrimination due to race, color, religion, national origin,
sex (including sexual harassment), age (40 and over), disability (physical or mental)
and/or retaliation may file a complaint alleging discrimination. He/she must contact the
Office of Equal Employment Opportunity and Civil Rights Compliance (EEO&CRC)
within 45 calendar days of the date they became aware of the alleged discrimination.

EEO Counseling

The Office of EEO & CRC addresses initial complaints from ODA staff and can be
contacted at the number below. Upon contacting the Office of EEO&CRC, an EEO
Counselor will be assigned. The EEO Counselor will advise the aggrieved of his/her
rights, conduct an informal inquiry into the allegation(s) of discrimination, and attempt to
resolve the complaint at the lowest possible level.

Alternative Dispute Resolution

After every initial counseling contact, for current employees, EEO&CRC evaluates each
case for potential Alternative Dispute Resolution (ADR) resolution through mediation. If
ADR results, during mediation, a neutral third party facilitates a discussion to resolve the
issues in dispute.

Contacting the Office of EEO & CRC
For additional information on EEO Counseling, please contact the Office of EEO & CRC
at the address or phone number below.

U.S. Small Business Administration
Office of Equal Employment Opportunity and Civil Rights Compliance
409 Third Street SW, Suite 4600
Washington, DC 20416
(202) 205-6750
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EMPLOYEE RESPONSIBILITIES AND CONDUCT

Principles of Ethical Conduct

As an Executive branch employee you hold your position as a public trust. You live up to that trust by
adhering to general principles of ethical conduct as well as specific ethical standards. There are fourteen
principles that broadly define your obligations as a public servant. These principles are summarized as
follows:

e Public service is a public trust that requires you to place loyalty to the Constitution, the laws and
ethical principles above private gain.

e You shall not hold financial interests that conflict with the conscientious performance of your duty.

e You shall not engage in financial transactions using nonpublic Government information or allow
the improper use of such information to further any private interest.

e You shall not, except pursuant to such reasonable exceptions as are provided by regulation,
solicit or accept any gift or other item of monetary value from any person or entity seeking official
action from, doing business with, or conducting activities regulated by SBA, or whose interests
may be substantially affected by the performance or nonperformance of your duties.

e You shall put forth an honest effort in the performance of your duties.

e You shall make no unauthorized commitments or promises of any kind purporting to bind the
Government.

e You shall not use public office for private gain.

e You shall act impatrtially. You shall not give preferential treatment to any private organization or
individual.

¢ You shall protect and conserve Federal property and shall not use it for unauthorized activities.

e You shall not engage in outside employment or activities, including seeking or negotiating for
employment, that conflict with your official Government duties and responsibilities.

¢ You shall disclose waste, fraud, abuse, and corruption to appropriate authorities.

e You shall satisfy, in good faith, your obligations as a citizen. This includes satisfying all just
financial obligations, especially Federal, state or local taxes that are imposed by law.

e You shall adhere to all laws and regulations that provide equal opportunity for all Americans
regardless of race, color, religion, sex, national origin, age or handicap.

e You shall endeavor to avoid any actions creating the appearance that you are violating the law or
the ethical standards promulgated pursuant to the Executive Orders pertinent to ethical conduct.
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Standards of Conduct

The principles of ethical conduct outlined above govern our actions as Federal employees. Standards of Conduct
policy recognizes that the maintenance of high standards of honesty, integrity, impartiality and conduct by Federal
employees is essential to assure the proper performance of the Government’s business and the continuance of
confidence and respect of the public in their Government. In line with these, we have outlined some examples of
misconduct (these are not inclusive) in order to assist you to be better informed about the conduct that we do
expect of our staff. Violations will result in conduct-based action.

General Misconduct

¢ Conduct unbecoming of a Government employee

¢ Conducting personal business or non-government business on official time

e Unauthorized use of Government equipment

¢ Off duty misconduct which impacts negatively on SBA

e Insubordination, which may include: failure to follow the direction of duly recognized authority
e Failure to follow policies; insolence and abusive language

e Falsification or concealment of records in a matter of official interest, including time sheets, sign-
in/sign-out sheets, official chronological records

¢ Criminal, infamous, dishonest, immoral or disgraceful conduct on or off the job

¢ Unethical or improper use of SBA authority or ID

e Engaging in a financial transaction or possessing interest which conflicts with official responsibilities

Abuse of Hours of Duty

e Recurring tardiness

e Absence from duty without permission and without authorization
¢ Failing to properly request leave

e Misuse of sick leave

Government-Authorized Credit Card

¢ 30 days or more delinquency
¢ Unauthorized or inappropriate use
e Improper ATM use

Substance Abuse

o Misuse of intoxicants or drugs while on duty or on Federally-owned or -leased property
¢ Possession with intent to distribute an illegal substance on duty or on Federal property
¢ Reporting for duty under the influence of intoxicants or drugs

Sexual Misconduct

e Inappropriate and/or unwelcome touching or other physical contact

¢ Pressure for or official action based on sexual favors

¢ Inappropriate and/or unwelcome teasing, jokes, actions, gestures, display of visual material of a
sexual nature or remarks of a sexual nature

Discriminatory Practices

¢ Reprisal or retaliation against an individual involved in the EEO complaint process

¢ Using remarks which relate to and insult or denigrate an individual's race, color, religion, national
origin, sex, marital status, age, disabling condition, or sexual orientation

¢ Failure to take appropriate action regarding allegations or findings of discriminatory practices
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MERIT SYSTEM PRINCIPLES

Employment in the Federal service is covered by a number of laws, regulations and policies.
Among the most important of these are the Merit System Principles outlined in 5 USC Chapter
23. These principles generally require that personnel decisions be made without consideration
of friendship, favoritism, political affiliation, personal relationships, marital status, or
discrimination because of age, race, color, sex, religion, national origin, or handicap. Below are
the Merit Principles adapted from the statutory language in Section 2301(b) of Title 5, United
States Code.

e Recruit qualified individuals from all segments of society and select and advance

employees on the basis of merit after fair and open competition

e Treat employees and applicants fairly and equitably, without regard to political
affiliation, race, color, religion, national origin, sex, marital status, age, or
handicapping condition

e Provide equal pay for equal work and reward excellent performance

e Maintain high standards of integrity, conduct, and concern for the public interest

e Manage employees efficiently and effectively

e Retain or separate employee on the basis of their performance

e Educate and train employees when it will result in better organizational or
individual performance

¢ Protect employees from improper political influence

e Protect employees against reprisal for the lawful disclosure of information in
“whistleblower” situations (i.e. protect people who report things like illegal and/or
wasteful activities)
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PROHIBITED PERSONNEL PRACTICES

Outlined in 5 USC 2302 are specific prohibited personnel practices which protect employees and
applicants for employment from unfair personnel actions. Generally stated, 5 USC provides that a
federal employee authorized to take, direct others to take, recommend or approve any personnel action
may not:

¢ Discriminate against an employee or applicant based on race, color, religion, sex, national origin, age,
handicapping condition, marital status, or political affiliation

¢ Solicit or consider employment recommendations based on factors other than personal knowledge or
records of job-related abilities or characteristics

¢ Coerce the political activity of any person
¢ Deceive or willfully obstruct anyone to compete for employment

e Influence anyone to withdraw from competition for any position so as to improve or injure the
employment prospects of any other person

¢ Give an unauthorized preference or advantage to anyone so as to improve or injure the employment
prospects of any particular employee or applicant

e Engage in nepotism (i.e., hire, promote, or advocate the hiring or promotion of relatives)

e Engage in reprisal for whistle blowing — i.e., take, fail to take, or threaten to take or fail to take a
personnel action with respect to any employee or applicant because of any disclosure of information
by the employee or applicant that he or she reasonably believes evidences a violation of a law, rule or
regulation; gross mismanagement; gross waste of funds; an abuse of authority; or a substantial and
specific danger to public health or safety (if such disclosure is not barred by law and such information
is not specifically required by executive order to be kept secret in the interest of national defense or
the conduct of foreign affairs — if so restricted by law or executive order, the disclosure is only
protected if made to the special counsel, the inspector general, or comparable agency official)

e Take, fail to take, or threaten to take or fail to take a personnel action against an employee or
applicant for exercising an appeal, complaint, or grievance right; testifying for or assisting another in
exercising such a right; cooperating with or disclosing information to the special counsel or to an
inspector general; or refusing to obey an order that would require the individual to violate a law

¢ Discriminate based on personal conduct which is not adverse to the on-the-job performance of an
employee, applicant, or others

e Take or fail to take, recommend, or approve a personnel action if taking or failing to take such an
action would violate a veterans’ preference requirement; and

e Take or fail to take a personnel action, if taking or failing to take action would violate any law, rule or
regulation implementing or directly concerning merit system principles
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* WASHINGTON, DC 20416

OFFICE OF THE DESIGNATED AGENCY ETHICS OFFICIAL

THE SBA ETHICS STAFF
WELCOMES YOU TO SBA

WITHIN 90 DAYS OF TODAY YOU ARE REQUIRED TO
COMPLETE THE

INITIAL ETHICS ORIENTATION FOR NEW SBA
EMPLOYEES

FOUND AT:

http://yes2007.sba.qov/offices/ethics/pages/newemployeeethicstraining.aspx

YOU ARE ENTITLED TO ONE HOUR OF
ADMINISTRATIVE TIME TO COMPLETE THE TRAINING.

YOU WILL BE PROVIDED:

e THE 14 PRINCIPLES OF ETHICAL CONDUCT

e ASUMMARY AND FULL TEXT OF THE
STANDARDS OF ETHICAL CONDUCT FOR
EMPLOYEES OF THE EXECUTIVE BRANCH

e THE NAME AND TELEPHONE NUMBERS OF THE
DAEO AND YOUR ETHICS OFFICIALS
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SALARY TABLE 2011-GS

RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

WITHIN

GRADE
Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10JAMOUNTS
1 17,803 18,398 18,990 19,579] $ 20,171 20,519 21,104 21,694 21,717] $ 22,269] VARIES
2 20,017 20,493 21,155 21,717 21,961 22,607 23,253 23,899 24,545 25,1911 VARIES
3 21,840 22,568 23,296 24,024 24,752 25,480 26,208 26,936 27,664 28,392 728
4 24,518 25,335 26,152 26,969 27,786 28,603 29,420 30,237 31,054 31,871 817
5 27,431 28,345 29,259 30,173 31,087 32,001 32,915 33,829 34,743 35,657 914
6 30,577 31,596 32,615 33,634 34,653 35,672 36,691 37,710 38,729 39,748 1019
7 33,979 35,112 36,245 37,378 38,511 39,644 40,777 41,910 43,043 44,176 1133
8 37,631 38,885 40,139 41,393 42,647 43,901 45,155 46,409 47,663 48,917 1254
9 41,563 42,948 44,333 45,718 47,103 48,488 49,873 51,258 52,643 54,028 1385
10 45,771 47,297 48,823 50,349 51,875 53,401 54,927 56,453 57,979 59,505 1526
11 50,287 51,963 53,639 55,315 56,991 58,667 60,343 62,019 63,695 65,371 1676
12 60,274 62,283 64,292 66,301 68,310 70,319 72,328 74,337 76,346 78,355 2009
13 71,674 74,063 76,452 78,841 81,230 83,619 86,008 88,397 90,786 93,175 2389
14 84,697 87,520 90,343 93,166 95,989 98,812 101,635 104,458 107,281 110,104 2823
15 99,628 102,949 106,270 109,591 112,912 116,233 119,554 122,875 126,196 129,517 3321






FOR THE LOCALITY PAY AREA OF ATLANTA-SANDY SPRINGS-GAINESVILLE, GA-AL

SALARY TABLE 2011-ATL
INCORPORATING A LOCALITY PAYMENT OF 19.29%

(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)
RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 21,2371 $ 21,947] $ 22,653] $ 23,356 24,062 24 477 25,175 25,879 25,906] $ 26,565
2 23,878 24,446 25,236 25,906 26,197 26,968 27,739 28,509 29,280 30,050
3 26,053 26,921 27,790 28,658 29,527 30,395 31,264 32,132 33,000 33,869
4 29,248 30,222 31,197 32,171 33,146 34,121 35,095 36,070 37,044 38,019
5 32,722 33,813 34,903 35,993 37,084 38,174 39,264 40,355 41,445 42,535
6 36,475 37,691 38,906 40,122 41,338 42,553 43,769 44,984 46,200 47,415
7 40,534 41,885 43,237 44,588 45,940 47,291 48,643 49,994 51,346 52,698
8 44,890 46,386 47,882 49,378 50,874 52,370 53,865 55,361 56,857 58,353
9 49,581 51,233 52,885 54,537 56,189 57,841 59,494 61,146 62,798 64,450

10 54,600 56,421 58,241 60,061 61,882 63,702 65,522 67,343 69,163 70,984
11 59,987 61,987 63,986 65,985 67,985 69,984 71,983 73,982 75,982 77,981
12 71,901 74,297 76,694 79,090 81,487 83,884 86,280 88,677 91,073 93,470
13 85,500 88,350 91,200 94,049 96,899 99,749 102,599 105,449 108,299 111,148
14 101,035 104,403 107,770 111,138 114,505 117,873 121,240 124,608 127,976 131,343
15 118,846 122,808 126,769 130,731 134,693 138,654 142,616 146,578 150,539 154,501






(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)
RATESFROZEN AT 2010 LEVELS

SALARY TABLE 2011-BOS
INCORPORATING A LOCALITY PAYMENT OF 24.80%
FOR THE LOCALITY PAY AREA OF BOSTON-WORCESTER-MANCHESTER, MA-NH-RI-ME

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 22,218 22,961 23,700 24,435 25,173 25,608 26,338 27,074 27,103 $ 27,792
2 24,981 25,575 26,401 27,103 27,407 28,214 29,020 29,826 30,632 31,438
3 27,256 28,165 29,073 29,982 30,890 31,799 32,708 33,616 34,525 35,433
4 30,598 31,618 32,638 33,657 34,677 35,697 36,716 37,736 38,755 39,775
5 34,234 35,375 36,515 37,656 38,797 39,937 41,078 42,219 43,359 44,500
6 38,160 39,432 40,704 41,975 43,247 44,519 45,790 47,062 48,334 49,606
7 42,406 43,820 45,234 46,648 48,062 49,476 50,890 52,304 53,718 55,132
8 46,963 48,528 50,093 51,658 53,223 54,788 56,353 57,918 59,483 61,048
9 51,871 53,599 55,328 57,056 58,785 60,513 62,242 63,970 65,698 67,427

10 57,122 59,027 60,931 62,836 64,740 66,644 68,549 70,453 72,358 74,262
11 62,758 64,850 66,941 69,033 71,125 73,216 75,308 77,400 79,491 81,583
12 75,222 77,729 80,236 82,744 85,251 87,758 90,265 92,773 95,280 97,787
13 89,449 92,431 95,412 98,394 101,375 104,357 107,338 110,319 113,301 116,282
14 105,702 109,225 112,748 116,271 119,794 123,317 126,840 130,364 133,887 137,410
15 124,336 128,480 132,625 136,770 140,914 145,059 149,203 153,348 155,500 * 155,500 *

* Rate limited to therate for level 1V of the Executive Schedule (5 U.S.C. 5304 (g)(1)).






SALARY TABLE 2011-BU
INCORPORATING A LOCALITY PAYMENT OF 16.98%
FOR THE LOCALITY PAY AREA OF BUFFALO-NIAGARA-CATTARAUGUS, NY
(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)
RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 20,826] $ 21522| $ 22,215 $ 22,904 23,596 24,003 24,687 25,378 25,405] $ 26,050
2 23,416 23,973 24,747 25,405 25,690 26,446 27,201 27,957 28,713 29,468
3 25,548 26,400 27,252 28,103 28,955 29,807 30,658 31,510 32,361 33,213
4 28,681 29,637 30,593 31,548 32,504 33,460 34,416 35,371 36,327 37,283
5 32,089 33,158 34,227 35,296 36,366 37,435 38,504 39,573 40,642 41,712
6 35,769 36,961 38,153 39,345 40,537 41,729 42,921 44,113 45,305 46,497
7 39,749 41,074 42,399 43,725 45,050 46,376 47,701 49,026 50,352 51,677
8 44,021 45,488 46,955 48,422 49,888 51,355 52,822 54,289 55,756 57,223
9 48,620 50,241 51,861 53,481 55,101 56,721 58,341 59,962 61,582 63,202

10 53,543 55,328 57,113 58,898 60,683 62,468 64,254 66,039 67,824 69,609
11 58,826 60,786 62,747 64,707 66,668 68,629 70,589 72,550 74,510 76,471
12 70,509 72,859 75,209 77,559 79,909 82,259 84,609 86,959 89,310 91,660
13 83,844 86,639 89,434 92,228 95,023 97,818 100,612 103,407 106,201 108,996
14 99,079 102,381 105,683 108,986 112,288 115,590 118,893 122,195 125,497 128,800
15 116,545 120,430 124,315 128,200 132,084 135,969 139,854 143,739 147,624 151,509






(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)
RATESFROZEN AT 2010 LEVELS

SALARY TABLE 2011-CHI
INCORPORATING A LOCALITY PAYMENT OF 25.10%
FOR THE LOCALITY PAY AREA OF CHICAGO-NAPERVILLE-MICHIGAN CITY, IL-IN-WI

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 22,272 23,016 23,756 24,493 25,234 25,669 26,401 27,139 27,168 $ 27,859
2 25,041 25,637 26,465 27,168 27,473 28,281 29,090 29,898 30,706 31,514
3 27,322 28,233 29,143 30,054 30,965 31,875 32,786 33,697 34,608 35,518
4 30,672 31,694 32,716 33,738 34,760 35,782 36,804 37,826 38,849 39,871
5 34,316 35,460 36,603 37,746 38,890 40,033 41,177 42,320 43,463 44,607
6 38,252 39,627 40,801 42,076 43,351 44,626 45,900 47,175 48,450 49,725
7 42,508 43,925 45,342 46,760 48,177 49,595 51,012 52,429 53,847 55,264
8 47,076 48,645 50,214 51,783 53,351 54,920 56,489 58,058 59,626 61,195
9 51,995 53,728 55,461 57,193 58,926 60,658 62,391 64,124 65,856 67,589

10 57,260 59,169 61,078 62,987 64,896 66,805 68,714 70,623 72,532 74,441
11 62,909 65,006 67,102 69,199 71,296 73,392 75,489 77,586 79,682 81,779
12 75,403 77,916 80,429 82,943 85,456 87,969 90,482 92,996 95,509 98,022
13 89,664 92,653 95,641 98,630 101,619 104,607 107,596 110,585 113,573 116,562
14 105,956 109,488 113,019 116,551 120,082 123,614 127,145 130,677 134,209 137,740
15 124,635 128,789 132,944 137,098 141,253 145,407 149,562 153,717 155,500 * 155,500 *

* Rate limited to therate for level 1V of the Executive Schedule (5 U.S.C. 5304 (g)(1)).






SALARY TABLE 2011-CIN
INCORPORATING A LOCALITY PAYMENT OF 18.55%
FOR THE LOCALITY PAY AREA OF CINCINNATI-MIDDLETOWN-WILMINGTON, OH-KY-IN
(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)
RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 21,105 $ 21,811 $ 22,513] $ 23,211 23,913 24,325 25,019 25,718 25,746] $ 26,400
2 23,730 24,294 25,079 25,746 26,035 26,801 27,566 28,332 29,098 29,864
3 25,891 26,754 27,617 28,480 29,343 30,207 31,070 31,933 32,796 33,659
4 29,066 30,035 31,003 31,972 32,940 33,909 34,877 35,846 36,815 37,783
5 32,519 33,603 34,687 35,770 36,854 37,937 39,021 40,104 41,188 42,271
6 36,249 37,457 38,665 39,873 41,081 42,289 43,497 44,705 45,913 47,121
7 40,282 41,625 42,968 44,312 45,655 46,998 48,341 49,684 51,027 52,371
8 44,612 46,098 47,585 49,071 50,558 52,045 53,5631 55,018 56,504 57,991
9 49,273 50,915 52,557 54,199 55,841 57,483 59,124 60,766 62,408 64,050

10 54,262 56,071 57,880 59,689 61,498 63,307 65,116 66,925 68,734 70,543
11 59,615 61,602 63,589 65,576 67,563 69,550 71,537 73,524 75,510 77,497
12 71,455 73,836 76,218 78,600 80,982 83,363 85,745 88,127 90,508 92,890
13 84,970 87,802 90,634 93,466 96,298 99,130 101,962 104,795 107,627 110,459
14 100,408 103,755 107,102 110,448 113,795 117,142 120,488 123,835 127,182 130,528
15 118,109 122,046 125,983 129,920 133,857 137,794 141,731 145,668 149,605 153,542






SALARY TABLE 2011-CLE
INCORPORATING A LOCALITY PAYMENT OF 18.68%
FOR THE LOCALITY PAY AREA OF CLEVELAND-AKRON-ELYRIA, OH
(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)
RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 21,129] $ 21,835 $ 22,537 $ 23,236 23,939 24,352 25,046 25,746 25,7741 $ 26,429
2 23,756 24,321 25,107 25,774 26,063 26,830 27,597 28,363 29,130 29,897
3 25,920 26,784 27,648 28,512 29,376 30,240 31,104 31,968 32,832 33,696
4 29,098 30,068 31,037 32,007 32,976 33,946 34,916 35,885 36,855 37,825
5 32,555 33,640 34,725 35,809 36,894 37,979 39,064 40,148 41,233 42,318
6 36,289 37,498 38,707 39,917 41,126 42,336 43,545 44,754 45,964 47,173
7 40,326 41,671 43,016 44,360 45,705 47,049 48,394 49,739 51,083 52,428
8 44,660 46,149 47,637 49,125 50,613 52,102 53,590 55,078 56,566 58,055
9 49,327 50,971 52,614 54,258 55,902 57,546 59,189 60,833 62,477 64,120

10 54,321 56,132 57,943 59,754 61,565 63,376 65,187 66,998 68,809 70,621
11 59,681 61,670 63,659 65,648 67,637 69,626 71,615 73,604 75,593 77,582
12 71,533 73,917 76,302 78,686 81,070 83,455 85,839 88,223 90,607 92,992
13 85,063 87,898 90,733 93,568 96,404 99,239 102,074 104,910 107,745 110,580
14 100,518 103,869 107,219 110,569 113,920 117,270 120,620 123,971 127,321 130,671
15 118,239 122,180 126,121 130,063 134,004 137,945 141,887 145,828 149,769 153,711






SALARY TABLE 2011-COL
INCORPORATING A LOCALITY PAYMENT OF 17.16%
FOR THE LOCALITY PAY AREA OF COLUMBUS-MARION-CHILLICOTHE, OH
(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)
RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 20,858] $ 21555| $ 22,249] $ 22,939 23,632 24,040 24,725 25,417 25,444] $ 26,090
2 23,452 24,010 24,785 25,444 25,730 26,486 27,243 28,000 28,757 29,514
3 25,588 26,441 27,294 28,147 28,999 29,852 30,705 31,558 32,411 33,264
4 28,725 29,682 30,640 31,597 32,554 33,511 34,468 35,426 36,383 37,340
5 32,138 33,209 34,280 35,351 36,422 37,492 38,563 39,634 40,705 41,776
6 35,824 37,018 38,212 39,406 40,599 41,793 42,987 44,181 45,375 46,569
7 39,810 41,137 42,465 43,792 45,119 46,447 47,774 49,102 50,429 51,757
8 44,088 45,558 47,027 48,496 49,965 51,434 52,904 54,373 55,842 57,311
9 48,695 50,318 51,941 53,563 55,186 56,809 58,431 60,054 61,677 63,299

10 53,625 55,413 57,201 58,989 60,777 62,565 64,352 66,140 67,928 69,716
11 58,916 60,880 62,843 64,807 66,771 68,734 70,698 72,661 74,625 76,589
12 70,617 72,971 75,325 77,678 80,032 82,386 84,739 87,093 89,447 91,801
13 83,973 86,772 89,571 92,370 95,169 97,968 100,767 103,566 106,365 109,164
14 99,231 102,538 105,846 109,153 112,461 115,768 119,076 122,383 125,690 128,998
15 116,724 120,615 124,506 128,397 132,288 136,179 140,069 143,960 147,851 151,742






FOR THE LOCALITY PAY AREA OF DALLAS-FORT WORTH, TX

SALARY TABLE 2011-DFW
INCORPORATING A LOCALITY PAYMENT OF 20.67%

(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)

RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 21,483 22,201 22,915] $ 23,626 24,340 24,760 25,466 26,178 26,206 $ 26,872
2 24,155 24,729 25,528 26,206 26,500 27,280 28,059 28,839 29,618 30,398
3 26,354 27,233 28,111 28,990 29,868 30,747 31,625 32,504 33,382 34,261
4 29,586 30,572 31,558 32,543 33,529 34,515 35,501 36,487 37,473 38,459
5 33,101 34,204 35,307 36,410 37,513 38,616 39,719 40,821 41,924 43,027
6 36,897 38,127 39,357 40,586 41,816 43,045 44,275 45,505 46,734 47,964
7 41,002 42,370 43,737 45,104 46,471 47,838 49,206 50,573 51,940 53,307
8 45,409 46,923 48,436 49,949 51,462 52,975 54,489 56,002 57,515 59,028
9 50,154 51,825 53,497 55,168 56,839 58,510 60,182 61,853 63,524 65,196

10 55,232 57,073 58,915 60,756 62,598 64,439 66,280 68,122 69,963 71,805
11 60,681 62,704 64,726 66,749 68,771 70,793 72,816 74,838 76,861 78,883
12 72,733 75,157 77,581 80,005 82,430 84,854 87,278 89,702 92,127 94,551
13 86,489 89,372 92,255 95,137 98,020 100,903 103,786 106,669 109,551 112,434
14 102,204 105,610 109,017 112,423 115,830 119,236 122,643 126,049 129,456 132,862
15 120,221 124,229 128,236 132,243 136,251 140,258 144,266 148,273 152,281 155,500 *

* Rate limited to therate for level 1V of the Executive Schedule (5 U.S.C. 5304 (g)(1)).






SALARY TABLE 2011-DAY
INCORPORATING A LOCALITY PAYMENT OF 16.24%
FOR THE LOCALITY PAY AREA OF DAYTON-SPRINGFIELD-GREENVILLE, OH
(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)
RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 20,694 $ 21,386] $ 22,074 $ 22,759 23,447 23,851 24,531 25,217 25,244] $ 25,885
2 23,268 23,821 24,591 25,244 25,5627 26,278 27,029 27,780 28,531 29,282
3 25,387 26,233 27,079 27,925 28,772 29,618 30,464 31,310 32,157 33,003
4 28,500 29,449 30,399 31,349 32,298 33,248 34,198 35,147 36,097 37,047
5 31,886 32,948 34,011 35,073 36,136 37,198 38,260 39,323 40,385 41,448
6 35,543 36,727 37,912 39,096 40,281 41,465 42,650 43,834 45,019 46,203
7 39,497 40,814 42,131 43,448 44,765 46,082 47,399 48,716 50,033 51,350
8 43,742 45,200 46,658 48,115 49,573 51,031 52,488 53,946 55,403 56,861
9 48,313 49,923 51,533 53,143 54,753 56,362 57,972 59,582 61,192 62,802

10 53,204 54,978 56,752 58,526 60,300 62,073 63,847 65,621 67,395 69,169
11 58,454 60,402 62,350 64,298 66,246 68,195 70,143 72,091 74,039 75,987
12 70,062 72,398 74,733 77,068 79,404 81,739 84,074 86,409 88,745 91,080
13 83,314 86,091 88,868 91,645 94,422 97,199 99,976 102,753 105,530 108,307
14 98,452 101,733 105,015 108,296 111,578 114,859 118,141 121,422 124,703 127,985
15 115,808 119,668 123,528 127,389 131,249 135,109 138,970 142,830 146,690 150,551






SALARY TABLE 2011-DEN
INCORPORATING A LOCALITY PAYMENT OF 22.52%
FOR THE LOCALITY PAY AREA OF DENVER-AURORA-BOULDER, CO
(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)

RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 21,812 22,541 23,267 $ 23,988 24,714 25,140 25,857 26,579 26,608| $ 27,284
2 24,525 25,108 25,919 26,608 26,907 27,698 28,490 29,281 30,073 30,864
3 26,758 27,650 28,542 29,434 30,326 31,218 32,110 33,002 33,894 34,786
4 30,039 31,040 32,041 33,042 34,043 35,044 36,045 37,046 38,047 39,048
5 33,608 34,728 35,848 36,968 38,088 39,208 40,327 41,447 42 567 43,687
6 37,463 38,711 39,960 41,208 42,457 43,705 44,954 46,202 47,451 48,699
7 41,631 43,019 44,407 45,796 47,184 48,572 49,960 51,348 52,736 54,124
8 46,106 47,642 49,178 50,715 52,251 53,788 55,324 56,860 58,397 59,933
9 50,923 52,620 54,317 56,014 57,711 59,407 61,104 62,801 64,498 66,195

10 56,079 57,948 59,818 61,688 63,557 65,427 67,297 69,166 71,036 72,906
11 61,612 63,665 65,719 67,772 69,825 71,879 73,932 75,986 78,039 80,093
12 73,848 76,309 78,771 81,232 83,693 86,155 88,616 91,078 93,539 96,001
13 87,815 90,742 93,669 96,596 99,523 102,450 105,377 108,304 111,231 114,158
14 103,771 107,230 110,688 114,147 117,606 121,064 124,523 127,982 131,441 134,899
15 122,064 126,133 130,202 134,271 138,340 142,409 146,478 150,546 154,615 155,500 *

* Rate limited to therate for level 1V of the Executive Schedule (5 U.S.C. 5304 (g)(1)).






SALARY TABLE 2011-DET
INCORPORATING A LOCALITY PAYMENT OF 24.09%
FOR THE LOCALITY PAY AREA OF DETROIT-WARREN-FLINT, Ml
(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)

RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 22,092 22,830 23,565 24,296 25,030 25,462 26,188 26,920 26,949 $ 27,634
2 24,839 25,430 26,251 26,949 27,251 28,053 28,855 29,656 30,458 31,260
3 27,101 28,005 28,908 29,811 30,715 31,618 32,522 33,425 34,328 35,232
4 30,424 31,438 32,452 33,466 34,480 35,493 36,507 37,521 38,535 39,549
5 34,039 35,173 36,307 37,442 38,576 39,710 40,844 41,978 43,113 44 247
6 37,943 39,207 40,472 41,736 43,001 44,265 45,530 46,794 48,059 49,323
7 42,165 43,570 44 976 46,382 47,788 49,194 50,600 52,006 53,412 54,818
8 46,696 48,252 49,808 51,365 52,921 54,477 56,033 57,589 59,145 60,701
9 51,576 53,294 55,013 56,731 58,450 60,169 61,887 63,606 65,325 67,043

10 56,797 58,691 60,584 62,478 64,372 66,265 68,159 70,053 71,946 73,840
11 62,401 64,481 66,561 68,640 70,720 72,800 74,880 76,959 79,039 81,119
12 74,794 77,287 79,780 82,273 84,766 87,259 89,752 92,245 94,738 97,231
13 88,940 91,905 94,869 97,834 100,798 103,763 106,727 109,692 112,656 115,621
14 105,101 108,604 112,107 115,610 119,113 122,616 126,119 129,622 133,125 136,628
15 123,628 127,749 131,870 135,991 140,113 144,234 148,355 152,476 155,500 * 155,500 *

* Rate limited to therate for level 1V of the Executive Schedule (5 U.S.C. 5304 (g)(1)).






(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)
RATESFROZEN AT 2010 LEVELS

SALARY TABLE 2011-HAR
INCORPORATING A LOCALITY PAYMENT OF 25.82%
FOR THE LOCALITY PAY AREA OF HARTFORD-WEST HARTFORD-WILLIMANTIC, CT-MA

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 22,400 23,148 23,893 24,634 25,379 25,817 26,553 27,295 27,324 $ 28,019
2 25,185 25,784 26,617 27,324 27,631 28,444 29,257 30,070 30,883 31,695
3 27,479 28,395 29,311 30,227 31,143 32,059 32,975 33,891 34,807 35,723
4 30,849 31,876 32,904 33,932 34,960 35,988 37,016 38,044 39,072 40,100
5 34,514 35,664 36,814 37,964 39,114 40,264 41,414 42,564 43,714 44,864
6 38,472 39,754 41,036 42,318 43,600 44,883 46,165 47,447 48,729 50,011
7 42,752 44,178 45,603 47,029 48,455 49,880 51,306 52,731 54,157 55,582
8 47,347 48,925 50,503 52,081 53,658 55,236 56,814 58,392 59,970 61,547
9 52,295 54,037 55,780 57,522 59,265 61,008 62,750 64,493 66,235 67,978

10 57,589 59,509 61,429 63,349 65,269 67,189 69,109 71,029 72,949 74,869
11 63,271 65,380 67,489 69,597 71,706 73,815 75,924 78,032 80,141 82,250
12 75,837 78,364 80,892 83,420 85,948 88,475 91,003 93,5631 96,059 98,586
13 90,180 93,186 96,192 99,198 102,204 105,209 108,215 111,221 114,227 117,233
14 106,566 110,118 113,670 117,221 120,773 124,325 127,877 131,429 134,981 138,533
15 125,352 129,530 133,709 137,887 142,066 146,244 150,423 154,601 155,500 * 155,500 *

* Rate limited to therate for level 1V of the Executive Schedule (5 U.S.C. 5304 (g)(1)).






INCORPORATING A LOCALITY PAYMENT OF 28.71%

SALARY TABLE 2011-HOU

FOR THE LOCALITY PAY AREA OF HOUSTON-BAYTOWN-HUNTSVILLE, TX
(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)

RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 22,914 23,680 24,442 25,200 25,962 26,410 27,163 27,922 27,952 $ 28,662
2 25,764 26,377 27,229 27,952 28,266 29,097 29,929 30,760 31,592 32,423
3 28,110 29,047 29,984 30,921 31,858 32,795 33,732 34,669 35,606 36,543
4 31,557 32,609 33,660 34,712 35,763 36,815 37,866 38,918 39,970 41,021
5 35,306 36,483 37,659 38,836 40,012 41,188 42,365 43,541 44,718 45,894
6 39,356 40,667 41,979 43,290 44,602 45,913 47,225 48,537 49,848 51,160
7 43,734 45,193 46,651 48,109 49,568 51,026 52,484 53,942 55,401 56,859
8 48,435 50,049 51,663 53,277 54,891 56,505 58,119 59,733 61,347 62,961
9 53,496 55,278 57,061 58,844 60,626 62,409 64,192 65,974 67,757 69,539

10 58,912 60,876 62,840 64,804 66,768 68,732 70,697 72,661 74,625 76,589
11 64,724 66,882 69,039 71,196 73,353 75,510 77,667 79,825 81,982 84,139
12 77,579 80,164 82,750 85,336 87,922 90,508 93,093 95,679 98,265 100,851
13 92,252 95,326 98,401 101,476 104,551 107,626 110,701 113,776 116,851 119,926
14 109,014 112,647 116,280 119,914 123,547 127,181 130,814 134,448 138,081 141,715
15 128,231 132,506 136,780 141,055 145,329 149,603 153,878 155,500 * 155,500 * 155,500 *

* Rate limited to therate for level 1V of the Executive Schedule (5 U.S.C. 5304 (g)(1)).






FORTHE LOCALITY PAY AREA OF HUNTSVILLE-DECATUR, AL

SALARY TABLE 2011-HNT
INCORPORATING A LOCALITY PAYMENT OF 16.02%

(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)
RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 20,655] $ 21,345 $ 22,032 $ 22,716 23,402 23,806 24,485 25,169 25,196] $ 25,836
2 23,224 23,776 24,544 25,196 25,479 26,229 26,978 27,728 28,477 29,227
3 25,339 26,183 27,028 27,873 28,717 29,562 30,407 31,251 32,096 32,940
4 28,446 29,394 30,342 31,289 32,237 33,185 34,133 35,081 36,029 36,977
5 31,825 32,886 33,946 35,007 36,067 37,128 38,188 39,248 40,309 41,369
6 35,475 36,658 37,840 39,022 40,204 41,387 42,569 43,751 44,933 46,116
7 39,422 40,737 42,051 43,366 44,680 45,995 47,309 48,624 49,938 51,253
8 43,659 45,114 46,569 48,024 49,479 50,934 52,389 53,844 55,299 56,754
9 48,221 49,828 51,435 53,042 54,649 56,256 57,863 59,470 61,076 62,683

10 53,104 54,874 56,644 58,415 60,185 61,956 63,726 65,497 67,267 69,038
11 58,343 60,287 62,232 64,176 66,121 68,065 70,010 71,954 73,899 75,843
12 69,930 72,261 74,592 76,922 79,253 81,584 83,915 86,246 88,577 90,907
13 83,156 85,928 88,700 91,471 94,243 97,015 99,786 102,558 105,330 108,102
14 98,265 101,541 104,816 108,091 111,366 114,642 117,917 121,192 124,467 127,743
15 115,588 119,441 123,294 127,147 131,001 134,854 138,707 142,560 146,413 150,266






SALARY TABLE 2011-IND
INCORPORATING A LOCALITY PAYMENT OF 14.68%
FOR THE LOCALITY PAY AREA OF INDIANAPOLIS-ANDERSON-COLUMBUS, IN
(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)
RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 20,416] $ 21,099] $ 21,778] $ 22,453 23,132 23,531 24,202 24,879 24,905] $ 25,538
2 22,955 23,501 24,261 24,905 25,185 25,926 26,667 27,407 28,148 28,889
3 25,046 25,881 26,716 27,551 28,386 29,220 30,055 30,890 31,725 32,560
4 28,117 29,054 29,991 30,928 31,865 32,802 33,739 34,676 35,613 36,550
5 31,458 32,506 33,554 34,602 35,651 36,699 37,747 38,795 39,843 40,891
6 35,066 36,234 37,403 38,571 39,740 40,909 42,077 43,246 44,414 45,583
7 38,967 40,266 41,566 42,865 44,164 45,464 46,763 48,062 49,362 50,661
8 43,155 44,593 46,031 47,469 48,908 50,346 51,784 53,222 54,660 56,098
9 47,664 49,253 50,841 52,429 54,018 55,606 57,194 58,783 60,371 61,959

10 52,490 54,240 55,990 57,740 59,490 61,240 62,990 64,740 66,490 68,240
11 57,669 59,591 61,513 63,435 65,357 67,279 69,201 71,123 73,045 74,967
12 69,122 71,426 73,730 76,034 78,338 80,642 82,946 85,250 87,554 89,858
13 82,196 84,935 87,675 90,415 93,155 95,894 98,634 101,374 104,113 106,853
14 97,131 100,368 103,605 106,843 110,080 113,318 116,555 119,792 123,030 126,267
15 114,253 118,062 121,870 125,679 129,487 133,296 137,105 140,913 144,722 148,530






INCORPORATING A LOCALITY PAYMENT OF 27.16%
FOR THE LOCALITY PAY AREA OF LOSANGELESLONG BEACH-RIVERSIDE, CA

SALARY TABLE 2011-LA

(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)

RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 22,638 23,395 24,148 24,897 25,649 26,092 26,836 27,586 27,615 $ 28,317
2 25,454 26,059 26,901 27,615 27,926 28,747 29,569 30,390 31,211 32,033
3 27,772 28,697 29,623 30,549 31,475 32,400 33,326 34,252 35,178 36,103
4 31,177 32,216 33,255 34,294 35,333 36,372 37,410 38,449 39,488 40,527
5 34,881 36,044 37,206 38,368 39,530 40,692 41,855 43,017 44,179 45,341
6 38,882 40,177 41,473 42,769 44,065 45,361 46,656 47,952 49,248 50,544
7 43,208 44,648 46,089 47,530 48,971 50,411 51,852 53,293 54,733 56,174
8 47,852 49,446 51,041 52,635 54,230 55,825 57,419 59,014 60,608 62,203
9 52,852 54,613 56,374 58,135 59,896 61,657 63,419 65,180 66,941 68,702

10 58,202 60,143 62,083 64,024 65,964 67,905 69,845 71,786 73,726 75,667
11 63,945 66,076 68,207 70,339 72,470 74,601 76,732 78,863 80,995 83,126
12 76,644 79,199 81,754 84,308 86,863 89,418 91,972 94,527 97,082 99,636
13 91,141 94,179 97,216 100,254 103,292 106,330 109,368 112,406 115,443 118,481
14 107,701 111,290 114,880 118,470 122,060 125,649 129,239 132,829 136,419 140,008
15 126,687 130,910 135,133 139,356 143,579 147,802 152,025 155,500 * 155,500 * 155,500 *

* Rate limited to therate for level 1V of the Executive Schedule (5 U.S.C. 5304 (g)(1)).






SALARY TABLE 2011-MFL
INCORPORATING A LOCALITY PAYMENT OF 20.79%
FOR THE LOCALITY PAY AREA OF MIAMI-FORT LAUDERDAL E-POMPANO BEACH, FL
(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)

RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 21,504 22,223 22,938] $ 23,649 24,365 24,785 25,492 26,204 26,232 $ 26,899
2 24,179 24,753 25,553 26,232 26,527 27,307 28,087 28,868 29,648 30,428
3 26,381 27,260 28,139 29,019 29,898 30,777 31,657 32,536 33,415 34,295
4 29,615 30,602 31,589 32,576 33,563 34,550 35,536 36,523 37,510 38,497
5 33,134 34,238 35,342 36,446 37,550 38,654 39,758 40,862 41,966 43,070
6 36,934 38,165 39,396 40,627 41,857 43,088 44,319 45,550 46,781 48,012
7 41,043 42,412 43,780 45,149 46,517 47,886 49,255 50,623 51,992 53,360
8 45,454 46,969 48,484 49,999 51,513 53,028 54,543 56,057 57,572 59,087
9 50,204 51,877 53,550 55,223 56,896 58,569 60,242 61,915 63,587 65,260

10 55,287 57,130 58,973 60,817 62,660 64,503 66,346 68,190 70,033 71,876
11 60,742 62,766 64,791 66,815 68,839 70,864 72,888 74,913 76,937 78,962
12 72,805 75,232 77,658 80,085 82,512 84,938 87,365 89,792 92,218 94,645
13 86,575 89,461 92,346 95,232 98,118 101,003 103,889 106,775 109,660 112,546
14 102,306 105,715 109,125 112,535 115,945 119,355 122,765 126,175 129,585 132,995
15 120,341 124,352 128,364 132,375 136,386 140,398 144,409 148,421 152,432 155,500 *

* Rate limited to therate for level 1V of the Executive Schedule (5 U.S.C. 5304 (g)(1)).






SALARY TABLE 2011-MIL
INCORPORATING A LOCALITY PAYMENT OF 18.10%
FOR THE LOCALITY PAY AREA OF MILWAUKEE-RACINE-WAUKESHA, WI
(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)
RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 21,025 $ 21,728] $ 22,427 $ 23,123 23,822 24,233 24,924 25,621 25,648] $ 26,300
2 23,640 24,202 24,984 25,648 25,936 26,699 27,462 28,225 28,988 29,751
3 25,793 26,653 27,513 28,372 29,232 30,092 30,952 31,811 32,671 33,5631
4 28,956 29,921 30,886 31,850 32,815 33,780 34,745 35,710 36,675 37,640
5 32,396 33,475 34,555 35,634 36,714 37,793 38,873 39,952 41,031 42,111
6 36,111 37,315 38,518 39,722 40,925 42,129 43,332 44,536 45,739 46,942
7 40,129 41,467 42,805 44,143 45,481 46,820 48,158 49,496 50,834 52,172
8 44,442 45,923 47,404 48,885 50,366 51,847 53,328 54,809 56,290 57,771
9 49,086 50,722 52,357 53,993 55,629 57,264 58,900 60,536 62,171 63,807

10 54,056 55,858 57,660 59,462 61,264 63,067 64,869 66,671 68,473 70,275
11 59,389 61,368 63,348 65,327 67,306 69,286 71,265 73,244 75,224 77,203
12 71,184 73,556 75,929 78,301 80,674 83,047 85,419 87,792 90,165 92,5637
13 84,647 87,468 90,290 93,111 95,933 98,754 101,575 104,397 107,218 110,040
14 100,027 103,361 106,695 110,029 113,363 116,697 120,031 123,365 126,699 130,033
15 117,661 121,583 125,505 129,427 133,349 137,271 141,193 145,115 149,037 152,960






FOR THE LOCALITY PAY AREA OF MINNEAPOLIS-ST. PAUL-ST. CLOUD, MN-WI

SALARY TABLE 2011-M SP
INCORPORATING A LOCALITY PAYMENT OF 20.96%

(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)

RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 21,535] $ 22,254 22,970] $ 23,683 24,399 24,820 25,5627 26,241 26,269| $ 26,937
2 24,213 24,788 25,589 26,269 26,564 27,345 28,127 28,908 29,690 30,471
3 26,418 27,298 28,179 29,059 29,940 30,821 31,701 32,582 33,462 34,343
4 29,657 30,645 31,633 32,622 33,610 34,598 35,586 36,575 37,563 38,551
5 33,181 34,286 35,392 36,497 37,603 38,708 39,814 40,920 42,025 43,131
6 36,986 38,219 39,451 40,684 41,916 43,149 44,381 45,614 46,847 48,079
7 41,101 42,471 43,842 45,212 46,583 47,953 49,324 50,694 52,065 53,435
8 45,518 47,035 48,552 50,069 51,586 53,103 54,619 56,136 57,653 59,170
9 50,275 51,950 53,625 55,300 56,976 58,651 60,326 62,002 63,677 65,352

10 55,365 57,210 59,056 60,902 62,748 64,594 66,440 68,286 70,131 71,977
11 60,827 62,854 64,882 66,909 68,936 70,964 72,991 75,018 77,045 79,073
12 72,907 75,338 77,768 80,198 82,628 85,058 87,488 89,918 92,348 94,778
13 86,697 89,587 92,476 95,366 98,256 101,146 104,035 106,925 109,815 112,704
14 102,449 105,864 109,279 112,694 116,108 119,523 122,938 126,352 129,767 133,182
15 120,510 124,527 128,544 132,561 136,578 140,595 144,613 148,630 152,647 155,500 *

* Rate limited to therate for level 1V of the Executive Schedule (5 U.S.C. 5304 (g)(1)).






INCORPORATING A LOCALITY PAYMENT OF 28.72%
FORTHE LOCALITY PAY AREA OF NEW YORK-NEWARK-BRIDGEPORT, NY-NJ-CT-PA

SALARY TABLE 2011-NY

(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)

RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 22,916] $ 23,682 24,444 25,202 25,964 26,412 27,165 27,925 27,954 $ 28,665
2 25,766 26,379 27,231 27,954 28,268 29,100 29,931 30,763 31,594 32,426
3 28,112 29,050 29,987 30,924 31,861 32,798 33,735 34,672 35,609 36,546
4 31,560 32,611 33,663 34,714 35,766 36,818 37,869 38,921 39,973 41,024
5 35,309 36,486 37,662 38,839 40,015 41,192 42,368 43,545 44,721 45,898
6 39,359 40,670 41,982 43,294 44,605 45,917 47,229 48,540 49,852 51,164
7 43,738 45,196 46,655 48,113 49,571 51,030 52,488 53,947 55,405 56,863
8 48,439 50,053 51,667 53,281 54,895 56,509 58,124 59,738 61,352 62,966
9 53,500 55,283 57,065 58,848 60,631 62,414 64,197 65,979 67,762 69,545

10 58,916 60,881 62,845 64,809 66,774 68,738 70,702 72,666 74,631 76,595
11 64,729 66,887 69,044 71,201 73,359 75,516 77,674 79,831 81,988 84,146
12 77,585 80,171 82,757 85,343 87,929 90,515 93,101 95,687 98,273 100,859
13 92,259 95,334 98,409 101,484 104,559 107,634 110,709 113,785 116,860 119,935
14 109,022 112,656 116,290 119,923 123,557 127,191 130,825 134,458 138,092 141,726
15 128,241 132,516 136,791 141,066 145,340 149,615 153,890 155,500 * 155,500 * 155,500 *

* Rate limited to therate for level 1V of the Executive Schedule (5 U.S.C. 5304 (g)(1)).






SALARY TABLE 2011-PHL
INCORPORATING A LOCALITY PAYMENT OF 21.79%
FOR THE LOCALITY PAY AREA OF PHILADELPHIA-CAMDEN-VINELAND, PA-NJ-DE-MD
(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)

RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 21,682 22,407 23,128] $ 23,845 24,566 24,990 25,703 26,421 26,449 $ 27,121
2 24,379 24,958 25,765 26,449 26,746 27,533 28,320 29,107 29,893 30,680
3 26,599 27,486 28,372 29,259 30,145 31,032 31,919 32,805 33,692 34,579
4 29,860 30,855 31,851 32,846 33,841 34,836 35,831 36,826 37,821 38,816
5 33,408 34,521 35,635 36,748 37,861 38,974 40,087 41,200 42,313 43,427
6 37,240 38,481 39,722 40,963 42,204 43,445 44,686 45,927 47,168 48,409
7 41,383 42,763 44,143 45,523 46,903 48,282 49,662 51,042 52,422 53,802
8 45,831 47,358 48,885 50,413 51,940 53,467 54,994 56,522 58,049 59,576
9 50,620 52,306 53,993 55,680 57,367 59,054 60,740 62,427 64,114 65,801

10 55,745 57,603 59,462 61,320 63,179 65,037 66,896 68,754 70,613 72,471
11 61,245 63,286 65,327 67,368 69,409 71,451 73,492 75,533 77,574 79,615
12 73,408 75,854 78,301 80,748 83,195 85,642 88,088 90,535 92,982 95,429
13 87,292 90,201 93,111 96,020 98,930 101,840 104,749 107,659 110,568 113,478
14 103,152 106,591 110,029 113,467 116,905 120,343 123,781 127,219 130,658 134,096
15 121,337 125,382 129,426 133,471 137,516 141,560 145,605 149,649 153,694 155,500 *

* Rate limited to therate for level 1V of the Executive Schedule (5 U.S.C. 5304 (g)(1)).






SALARY TABLE 2011-PX
INCORPORATING A LOCALITY PAYMENT OF 16.76%
FOR THE LOCALITY PAY AREA OF PHOENIX-MESA-SCOTTSDALE,AZ
(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)
RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 20,787 $ 21,482 $ 22,173] $ 22,860 23,552 23,958 24,641 25,330 25,357] $ 26,001
2 23,372 23,928 24,701 25,357 25,642 26,396 27,150 27,904 28,659 29,413
3 25,500 26,350 27,200 28,050 28,900 29,750 30,600 31,450 32,300 33,150
4 28,627 29,581 30,535 31,489 32,443 33,397 34,351 35,305 36,259 37,213
5 32,028 33,096 34,163 35,230 36,297 37,364 38,432 39,499 40,566 41,633
6 35,702 36,891 38,081 39,271 40,461 41,651 42,840 44,030 45,220 46,410
7 39,674 40,997 42,320 43,643 44,965 46,288 47,611 48,934 50,257 51,580
8 43,938 45,402 46,866 48,330 49,795 51,259 52,723 54,187 55,651 57,115
9 48,529 50,146 51,763 53,380 54,997 56,615 58,232 59,849 61,466 63,083

10 53,442 55,224 57,006 58,787 60,569 62,351 64,133 65,915 67,696 69,478
11 58,715 60,672 62,629 64,586 66,543 68,500 70,456 72,413 74,370 76,327
12 70,376 72,722 75,067 77,413 79,759 82,104 84,450 86,796 89,142 91,487
13 83,687 86,476 89,265 92,055 94,844 97,634 100,423 103,212 106,002 108,791
14 98,892 102,188 105,484 108,781 112,077 115,373 118,669 121,965 125,261 128,557
15 116,326 120,203 124,081 127,958 131,836 135,714 139,591 143,469 147,346 151,224






SALARY TABLE 2011-PIT
INCORPORATING A LOCALITY PAYMENT OF 16.37%
FOR THE LOCALITY PAY AREA OF PITTSBURGH-NEW CASTLE, PA
(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)
RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 20,717] $ 21,410] $ 22,099] $ 22,784 23,473 23,878 24,559 25,245 25,2721 $ 25,914
2 23,294 23,848 24,618 25,272 25,556 26,308 27,060 27,811 28,563 29,315
3 25,415 26,262 27,110 27,957 28,804 29,651 30,498 31,345 32,193 33,040
4 28,532 29,482 30,433 31,384 32,335 33,285 34,236 35,187 36,138 37,088
5 31,921 32,985 34,049 35,112 36,176 37,240 38,303 39,367 40,430 41,494
6 35,5682 36,768 37,954 39,140 40,326 41,512 42,697 43,883 45,069 46,255
7 39,541 40,860 42,178 43,497 44,815 46,134 47,452 48,771 50,089 51,408
8 43,791 45,250 46,710 48,169 49,628 51,088 52,547 54,006 55,465 56,925
9 48,367 49,979 51,590 53,202 54,814 56,425 58,037 59,649 61,261 62,872

10 53,264 55,040 56,815 58,591 60,367 62,143 63,919 65,694 67,470 69,246
11 58,519 60,469 62,420 64,370 66,320 68,271 70,221 72,172 74,122 76,072
12 70,141 72,479 74,817 77,154 79,492 81,830 84,168 86,506 88,844 91,182
13 83,407 86,187 88,967 91,747 94,527 97,307 100,088 102,868 105,648 108,428
14 98,562 101,847 105,132 108,417 111,702 114,988 118,273 121,558 124,843 128,128
15 115,937 119,802 123,666 127,531 131,396 135,260 139,125 142,990 146,854 150,719






FORTHE LOCALITY PAY AREA OF PORTLAND-VANCOUVER-BEAVERTON, OR-WA

SALARY TABLE 2011-POR
INCORPORATING A LOCALITY PAYMENT OF 20.35%

(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)

RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 21,426] $ 22,142 22,854] $ 23,563 24,276 24,695 25,399 26,109 26,136 $ 26,801
2 24,090 24,663 25,460 26,136 26,430 27,208 27,985 28,762 29,540 30,317
3 26,284 27,161 28,037 28,913 29,789 30,665 31,541 32,417 33,294 34,170
4 29,507 30,491 31,474 32,457 33,440 34,424 35,407 36,390 37,373 38,357
5 33,013 34,113 35,213 36,313 37,413 38,513 39,613 40,713 41,813 42,913
6 36,799 38,026 39,252 40,479 41,705 42,931 44,158 45,384 46,610 47,837
7 40,894 42,257 43,621 44,984 46,348 47,712 49,075 50,439 51,802 53,166
8 45,289 46,798 48,307 49,816 51,326 52,835 54,344 55,853 57,362 58,872
9 50,021 51,688 53,355 55,022 56,688 58,355 60,022 61,689 63,356 65,023

10 55,085 56,922 58,758 60,595 62,432 64,268 66,105 67,941 69,778 71,614
11 60,520 62,537 64,555 66,572 68,589 70,606 72,623 74,640 76,657 78,674
12 72,540 74,958 77,375 79,793 82,211 84,629 87,047 89,465 91,882 94,300
13 86,260 89,135 92,010 94,885 97,760 100,635 103,511 106,386 109,261 112,136
14 101,933 105,330 108,728 112,125 115,523 118,920 122,318 125,715 129,113 132,510
15 119,902 123,899 127,896 131,893 135,890 139,886 143,883 147,880 151,877 155,500 *

* Rate limited to therate for level 1V of the Executive Schedule (5 U.S.C. 5304 (g)(1)).






SALARY TABLE 2011-RA
INCORPORATING A LOCALITY PAYMENT OF 17.64%
FOR THE LOCALITY PAY AREA OF RALEIGH-DURHAM-CARY, NC
(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)
RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 20,943] $ 21,643] $ 22,3401 $ 23,033 23,729 24,139 24,827 25,521 25,548] $ 26,197
2 23,548 24,108 24,887 25,548 25,835 26,595 27,355 28,115 28,875 29,635
3 25,693 26,549 27,405 28,262 29,118 29,975 30,831 31,688 32,544 33,400
4 28,843 29,804 30,765 31,726 32,687 33,649 34,610 35,571 36,532 37,493
5 32,270 33,345 34,420 35,496 36,571 37,646 38,721 39,796 40,872 41,947
6 35,971 37,170 38,368 39,567 40,766 41,965 43,163 44,362 45,561 46,760
7 39,973 41,306 42,639 43,971 45,304 46,637 47,970 49,303 50,636 51,969
8 44,269 45,744 47,220 48,695 50,170 51,645 53,120 54,596 56,071 57,546
9 48,895 50,524 52,153 53,783 55,412 57,041 58,671 60,300 61,929 63,559

10 53,845 55,640 57,435 59,231 61,026 62,821 64,616 66,411 68,206 70,002
11 59,158 61,129 63,101 65,073 67,044 69,016 70,988 72,959 74,931 76,902
12 70,906 73,270 75,633 77,996 80,360 82,723 85,087 87,450 89,813 92,177
13 84,317 87,128 89,938 92,749 95,559 98,369 101,180 103,990 106,801 109,611
14 99,638 102,959 106,280 109,600 112,921 116,242 119,563 122,884 126,205 129,526
15 117,202 121,109 125,016 128,923 132,830 136,737 140,643 144,550 148,457 152,364






SALARY TABLE 2011-RCH
INCORPORATING A LOCALITY PAYMENT OF 16.47%
FOR THE LOCALITY PAY AREA OF RICHMOND, VA
(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)
RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 20,735] $ 21,428| $ 22,118] $ 22,804 23,493 23,898 24,580 25,267 25,294| $ 25,937
2 23,314 23,868 24,639 25,294 25,578 26,330 27,083 27,835 28,588 29,340
3 25,437 26,285 27,133 27,981 28,829 29,677 30,524 31,372 32,220 33,068
4 28,556 29,508 30,459 31,411 32,362 33,314 34,265 35,217 36,169 37,120
5 31,949 33,013 34,078 35,142 36,207 37,272 38,336 39,401 40,465 41,530
6 35,613 36,800 37,987 39,174 40,360 41,547 42,734 43,921 45,108 46,294
7 39,575 40,895 42,215 43,534 44,854 46,173 47,493 48,813 50,132 51,452
8 43,829 45,289 46,750 48,210 49,671 51,131 52,592 54,053 55,513 56,974
9 48,408 50,022 51,635 53,248 54,861 56,474 58,087 59,700 61,313 62,926

10 53,309 55,087 56,864 58,641 60,419 62,196 63,973 65,751 67,528 69,305
11 58,569 60,521 62,473 64,425 66,377 68,329 70,281 72,234 74,186 76,138
12 70,201 72,541 74,881 77,221 79,561 81,901 84,240 86,580 88,920 91,260
13 83,479 86,261 89,044 91,826 94,609 97,391 100,174 102,956 105,738 108,521
14 98,647 101,935 105,222 108,510 111,798 115,086 118,374 121,662 124,950 128,238
15 116,037 119,905 123,773 127,641 131,509 135,377 139,245 143,113 146,980 150,848






SALARY TABLE 2011-SAC
INCORPORATING A LOCALITY PAYMENT OF 22.20%
FOR THE LOCALITY PAY AREA OF SACRAMENTO--ARDEN-ARCADE--YUBA CITY, CA-NV
(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)

RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 21,755 22,482 23,206] $ 23,926 24,649 25,074 25,789 26,510 26,538] $ 27,213
2 24,461 25,042 25,851 26,538 26,836 27,626 28,415 29,205 29,994 30,783
3 26,688 27,578 28,468 29,357 30,247 31,137 32,026 32,916 33,805 34,695
4 29,961 30,959 31,958 32,956 33,954 34,953 35,951 36,950 37,948 38,946
5 33,521 34,638 35,754 36,871 37,988 39,105 40,222 41,339 42,456 43,573
6 37,365 38,610 39,856 41,101 42,346 43,591 44,836 46,082 47,327 48,572
7 41,522 42,907 44,291 45,676 47,060 48,445 49,829 51,214 52,599 53,983
8 45,985 47,517 49,050 50,582 52,115 53,647 55,179 56,712 58,244 59,777
9 50,790 52,482 54,175 55,867 57,560 59,252 60,945 62,637 64,330 66,022

10 55,932 57,797 59,662 61,526 63,391 65,256 67,121 68,986 70,850 72,715
11 61,451 63,499 65,547 67,595 69,643 71,691 73,739 75,787 77,835 79,883
12 73,655 76,110 78,565 81,020 83,475 85,930 88,385 90,840 93,295 95,750
13 87,586 90,505 93,424 96,344 99,263 102,182 105,102 108,021 110,940 113,860
14 103,500 106,949 110,399 113,849 117,299 120,748 124,198 127,648 131,097 134,547
15 121,745 125,804 129,862 133,920 137,978 142,037 146,095 150,153 154,212 155,500 *

* Rate limited to therate for level 1V of the Executive Schedule (5 U.S.C. 5304 (g)(1)).






SALARY TABLE 2011-SD
INCORPORATING A LOCALITY PAYMENT OF 24.19%
FOR THE LOCALITY PAY AREA OF SAN DIEGO-CARL SBAD-SAN MARCOS, CA
(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)
RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 22,110 22,848 23,584 24,315 25,050 25,483 26,209 26,942 26,970 $ 27,656
2 24,859 25,450 26,272 26,970 27,273 28,076 28,878 29,680 30,482 31,285
3 27,123 28,027 28,931 29,835 30,740 31,644 32,548 33,452 34,356 35,260
4 30,449 31,464 32,478 33,493 34,507 35,5622 36,537 37,551 38,566 39,581
5 34,067 35,202 36,337 37,472 38,607 39,742 40,877 42,012 43,147 44,282
6 37,974 39,239 40,505 41,770 43,036 44,301 45,567 46,832 48,098 49,363
7 42,199 43,606 45,013 46,420 47,827 49,234 50,641 52,048 53,455 54,862
8 46,734 48,291 49,849 51,406 52,963 54,521 56,078 57,635 59,193 60,750
9 51,617 53,337 55,057 56,777 58,497 60,217 61,937 63,657 65,377 67,097

10 56,843 58,738 60,633 62,528 64,424 66,319 68,214 70,109 72,004 73,899
11 62,451 64,533 66,614 68,696 70,777 72,859 74,940 77,021 79,103 81,184
12 74,854 77,349 79,844 82,339 84,834 87,329 89,824 92,319 94,814 97,309
13 89,012 91,979 94,946 97,913 100,880 103,846 106,813 109,780 112,747 115,714
14 105,185 108,691 112,197 115,703 119,209 122,715 126,221 129,726 133,232 136,738
15 123,728 127,852 131,977 136,101 140,225 144,350 148,474 152,598 155,500 * 155,500 *

* Rate limited to therate for level 1V of the Executive Schedule (5 U.S.C. 5304 (g)(1)).






RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

SALARY TABLE 2011-SF

INCORPORATING A LOCALITY PAYMENT OF 35.15%

FOR THE LOCALITY PAY AREA OF SAN JOSE-SAN FRANCISCO-OAKLAND, CA
(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 24,061 24,865 25,665 26,461] $ 27,261 27,731 28,522 29,319 29,351 $ 30,097
2 27,053 27,696 28,591 29,351 29,680 30,553 31,426 32,299 33,173 34,046
3 29,517 30,501 31,485 32,468 33,452 34,436 35,420 36,404 37,388 38,372
4 33,136 34,240 35,344 36,449 37,553 38,657 39,761 40,865 41,969 43,074
5 37,073 38,308 39,544 40,779 42,014 43,249 44,485 45,720 46,955 48,190
6 41,325 42,702 44,079 45,456 46,834 48,211 49,588 50,965 52,342 53,719
7 45,923 47,454 48,985 50,516 52,048 53,579 55,110 56,641 58,173 59,704
8 50,858 52,553 54,248 55,943 57,637 59,332 61,027 62,722 64,417 66,111
9 56,172 58,044 59,916 61,788 63,660 65,532 67,403 69,275 71,147 73,019

10 61,860 63,922 65,984 68,047 70,109 72,171 74,234 76,296 78,359 80,421
11 67,963 70,228 72,493 74,758 77,023 79,288 81,554 83,819 86,084 88,349
12 81,460 84,175 86,891 89,606 92,321 95,036 97,751 100,466 103,182 105,897
13 96,867 100,096 103,325 106,554 109,782 113,011 116,240 119,469 122,697 125,926
14 114,468 118,283 122,099 125,914 129,729 133,544 137,360 141,175 144,990 148,806
15 134,647 139,136 143,624 148,112 152,601 155,500 * 155,500 * 155,500 * 155,500 * 155,500 *

* Rate limited to therate for level 1V of the Executive Schedule (5 U.S.C. 5304 (g)(1)).






SALARY TABLE 2011-SEA
INCORPORATING A LOCALITY PAYMENT OF 21.81%
FOR THE LOCALITY PAY AREA OF SEATTLE-TACOMA-OLYMPIA, WA
(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)

RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 21,686 22,411 23,132] $ 23,849 24,570 24,994 25,707 26,425 26,453] $ 27,126
2 24,383 24,963 25,769 26,453 26,751 27,538 28,324 29,111 29,898 30,685
3 26,603 27,490 28,377 29,264 30,150 31,037 31,924 32,811 33,698 34,584
4 29,865 30,861 31,856 32,851 33,846 34,841 35,837 36,832 37,827 38,822
5 33,414 34,527 35,640 36,754 37,867 38,980 40,094 41,207 42,320 43,434
6 37,246 38,487 39,728 40,970 42,211 43,452 44,693 45,935 47,176 48,417
7 41,390 42,770 44,150 45,530 46,910 48,290 49,670 51,051 52,431 53,811
8 45,838 47,366 48,893 50,421 51,948 53,476 55,003 56,531 58,058 59,586
9 50,628 52,315 54,002 55,689 57,376 59,063 60,750 62,437 64,124 65,812

10 55,754 57,612 59,471 61,330 63,189 65,048 66,907 68,765 70,624 72,483
11 61,255 63,296 65,338 67,379 69,421 71,462 73,504 75,545 77,587 79,628
12 73,420 75,867 78,314 80,761 83,208 85,656 88,103 90,550 92,997 95,444
13 87,306 90,216 93,126 96,036 98,946 101,856 104,766 107,676 110,586 113,496
14 103,169 106,608 110,047 113,486 116,924 120,363 123,802 127,240 130,679 134,118
15 121,357 125,402 129,447 133,493 137,538 141,583 145,629 149,674 153,719 155,500 *

* Rate limited to therate for level 1V of the Executive Schedule (5 U.S.C. 5304 (g)(1)).






SALARY TABLE 2011-DCB
INCORPORATING A LOCALITY PAYMENT OF 24.22%
FOR THE LOCALITY PAY AREA OF WASHINGTON-BALTIMORE-NORTHERN VIRGINIA, DC-MD-VA-WV-PA
(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)
RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1] $ 22,115 22,854 23,589 24,321 25,056 25,489 26,215 26,948 26,977 $ 27,663
2 24,865 25,456 26,279 26,977 27,280 28,082 28,885 29,687 30,490 31,292
3 27,130 28,034 28,938 29,843 30,747 31,651 32,556 33,460 34,364 35,269
4 30,456 31,471 32,486 33,501 34,516 35,631 36,546 37,560 38,575 39,590
5 34,075 35,210 36,346 37,481 38,616 39,752 40,887 42,022 43,158 44,293
6 37,983 39,249 40,514 41,780 43,046 44,312 45,578 46,843 48,109 49,375
7 42,209 43,616 45,024 46,431 47,838 49,246 50,653 52,061 53,468 54,875
8 46,745 48,303 49,861 51,418 52,976 54,534 56,092 57,649 59,207 60,765
9 51,630 53,350 55,070 56,791 58,511 60,232 61,952 63,673 65,393 67,114

10 56,857 58,752 60,648 62,544 64,439 66,335 68,230 70,126 72,022 73,917
11 62,467 64,548 66,630 68,712 70,794 72,876 74,958 77,040 79,122 81,204
12 74,872 77,368 79,864 82,359 84,855 87,350 89,846 92,341 94,837 97,333
13 89,033 92,001 94,969 97,936 100,904 103,872 106,839 109,807 112,774 115,742
14 105,211 108,717 112,224 115,731 119,238 122,744 126,251 129,758 133,264 136,771
15 123,758 127,883 132,009 136,134 140,259 144,385 148,510 152,635 155,500 * 155,500 *

* Rate limited to therate for level 1V of the Executive Schedule (5 U.S.C. 5304 (g)(1)).






SALARY TABLE 2011-RUS
INCORPORATING A LOCALITY PAYMENT OF 14.16%
FOR THE LOCALITY PAY AREA OF REST OF U.S.
(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)
RATESFROZEN AT 2010 LEVELS

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 20,324 $ 21,003] $ 21,679 $ 22,351 23,027 23,424 24,092 24,766 24,792] $ 25,422
2 22,851 23,395 24,151 24,792 25,071 25,808 26,546 27,283 28,021 28,758
3 24,933 25,764 26,595 27,426 28,257 29,088 29,919 30,750 31,581 32,412
4 27,990 28,922 29,855 30,788 31,720 32,653 33,586 34,519 35,451 36,384
5 31,315 32,359 33,402 34,445 35,489 36,532 37,576 38,619 39,663 40,706
6 34,907 36,070 37,233 38,397 39,560 40,723 41,886 43,050 44,213 45,376
7 38,790 40,084 41,377 42,671 43,964 45,258 46,551 47,844 49,138 50,431
8 42,960 44,391 45,823 47,254 48,686 50,117 51,549 52,981 54,412 55,844
9 47,448 49,029 50,611 52,192 53,773 55,354 56,935 58,516 60,097 61,678

10 52,252 53,994 55,736 57,478 59,221 60,963 62,705 64,447 66,189 67,931
11 57,408 59,321 61,234 63,148 65,061 66,974 68,888 70,801 72,714 74,628
12 68,809 71,102 73,396 75,689 77,983 80,276 82,570 84,863 87,157 89,450
13 81,823 84,550 87,278 90,005 92,732 95,459 98,187 100,914 103,641 106,369
14 96,690 99,913 103,136 106,358 109,581 112,804 116,027 119,249 122,472 125,695
15 113,735 117,527 121,318 125,109 128,900 132,692 136,483 140,274 144,065 147,857






SALARY TABLE 2011-AK
INCORPORATING A LOCALITY PAYMENT OF 16.46%
STATE OF ALASKA
(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 20,733] $ 21,426] $ 22,116 22,802 23,491 23,896 24,578 25,265 25,292| $ 25,934
2 23,312 23,866 24,637 25,292 25,576 26,328 27,080 27,833 28,585 29,337
3 25,435 26,283 27,131 27,978 28,826 29,674 30,522 31,370 32,217 33,065
4 28,554 29,505 30,457 31,408 32,360 33,311 34,263 35,214 36,165 37,117
5 31,946 33,011 34,075 35,139 36,204 37,268 38,333 39,397 40,462 41,526
6 35,610 36,797 37,983 39,170 40,357 41,544 42,730 43,917 45,104 46,291
7 39,572 40,891 42,211 43,530 44,850 46,169 47,489 48,808 50,128 51,447
8 43,825 45,285 46,746 48,206 49,667 51,127 52,588 54,048 55,508 56,969
9 48,404 50,017 51,630 53,243 54,856 56,469 58,082 59,695 61,308 62,921

10 53,305 55,082 56,859 58,636 60,414 62,191 63,968 65,745 67,522 69,300
11 58,564 60,516 62,468 64,420 66,372 68,324 70,275 72,227 74,179 76,131
12 70,195 72,535 74,874 77,214 79,554 81,894 84,233 86,573 88,913 91,252
13 83,472 86,254 89,036 91,818 94,600 97,383 100,165 102,947 105,729 108,512
14 98,638 101,926 105,213 108,501 111,789 115,076 118,364 121,652 124,939 128,227
15 116,027 119,894 123,762 127,630 131,497 135,365 139,233 143,100 146,968 150,835






SALARY TABLE 2011-HI
INCORPORATING A LOCALITY PAYMENT OF 11.01%

STATE OF HAWALII

(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 19,763] $ 20,424| $ 21,081 21,735 22,392 22,778 23,428 24,083 24,108] $ 24,721
2 22,221 22,749 23,484 24,108 24,379 25,096 25,813 26,530 27,247 27,965
3 24,245 25,053 25,861 26,669 27,477 28,285 29,094 29,902 30,710 31,518
4 27,217 28,124 29,031 29,938 30,845 31,752 32,659 33,566 34,473 35,380
5 30,451 31,466 32,480 33,495 34,510 35,524 36,539 37,554 38,568 39,583
6 33,944 35,075 36,206 37,337 38,468 39,599 40,731 41,862 42,993 44,124
7 37,720 38,978 40,236 41,493 42,751 44,009 45,267 46,524 47,782 49,040
8 41,774 43,166 44 558 45,950 47,342 48,735 50,127 51,519 52,911 54,303
9 46,139 47,677 49,214 50,752 52,289 53,827 55,364 56,902 58,439 59,976

10 50,810 52,504 54,198 55,892 57,586 59,280 60,974 62,668 64,362 66,057
11 55,824 57,684 59,545 61,405 63,266 65,126 66,987 68,847 70,708 72,568
12 66,910 69,140 71,371 73,601 75,831 78,061 80,291 82,522 84,752 86,982
13 79,565 82,217 84,869 87,521 90,173 92,825 95,477 98,130 100,782 103,434
14 94,022 97,156 100,290 103,424 106,557 109,691 112,825 115,959 119,093 122,226
15 110,597 114,284 117,970 121,657 125,344 129,030 132,717 136,404 140,090 143,777






OTHER NONFOREIGN AREASASDEFINED IN 5 CFR PART 591

SALARY TABLE 2011-ON
INCORPORATING A LOCALITY PAYMENT OF 9.44%

(See http://www.opm.gov/oca/1ltables/locdef.asp for definitions of locality pay areas.)

EFFECTIVE JANUARY 2011

Annual Rates by Grade and Sep

Grade Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10
1 19,484] $ 20,135 $ 20,783 21,427 22,075 22,456 23,096 23,742 23,767 $ 24,371
2 21,907 22,428 23,152 23,767 24,034 24,741 25,448 26,155 26,862 27,569
3 23,902 24,698 25,495 26,292 27,089 27,885 28,682 29,479 30,275 31,072
4 26,832 27,727 28,621 29,515 30,409 31,303 32,197 33,091 33,985 34,880
5 30,020 31,021 32,021 33,021 34,022 35,022 36,022 37,022 38,023 39,023
6 33,463 34,579 35,694 36,809 37,924 39,039 40,155 41,270 42,385 43,500
7 37,187 38,427 39,667 40,906 42,146 43,386 44,626 45,866 47,106 48,346
8 41,183 42,556 43,928 45,300 46,673 48,045 49,418 50,790 52,162 53,5635
9 45,487 47,002 48,518 50,034 51,550 53,065 54,581 56,097 57,612 59,128

10 50,092 51,762 53,432 55,102 56,772 58,442 60,112 61,782 63,452 65,122
11 55,034 56,868 58,703 60,537 62,371 64,205 66,039 67,874 69,708 71,542
12 65,964 68,163 70,361 72,560 74,758 76,957 79,156 81,354 83,553 85,752
13 78,440 81,055 83,669 86,284 88,898 91,513 94,127 96,742 99,356 101,971
14 92,692 95,782 98,871 101,961 105,050 108,140 111,229 114,319 117,408 120,498
15 109,033 112,667 116,302 119,936 123,571 127,205 130,840 134,474 138,109 141,743







Page 1
MERIT SYSTEM PRINCIPLES

Employment in the Federal service is covered by a number of laws, regulations and policies.
Among the most important of these are the Merit System Principles outlined in 5 USC Chapter
23. These principles generally require that personnel decisions be made without consideration
of friendship, favoritism, political affiliation, personal relationships, marital status, or
discrimination because of age, race, color, sex, religion, national origin, or handicap. Below are
the Merit Principles adapted from the statutory language in Section 2301(b) of Title 5, United
States Code.

e Recruit qualified individuals from all segments of society and select and advance

employees on the basis of merit after fair and open competition

o Treat employees and applicants fairly and equitably, without regard to political
affiliation, race, color, religion, national origin, sex, marital status, age, or
handicapping condition

o ProvideAequal pay for equal work and reward excellent performance

e Maintain high standards of integrity, conduct, and concern for the public interest
| o Manage employees efficiently and effectively

e Retain or separaté emplqyee'»on the basis of their perfbrmance

e Educate and train employees when it will result in better organizational or
individual performance

e Protect employees from improper political influence

e Protect employees against reprisal for the lawful disclosure of information in
“whistleblower” situations (i.e. protect people who report things like illegal and/or
wasteful activities)





Page 2 .
PROHIBITED PERSONNEL PRACTICES

Outlined in 5 USC 2302 are specific prohibited personnel practices which protect employees and
applicants for- employment from unfair personnel actions. Generally stated, 5 USC provides that a
federal employee authorlzed to take, dlrect others to take, recommend or approve any personnel actlon
may not: _

o Dlscnmmate against an employee or applicant based on race, color, rehglon sex, national ongln age .
handlcappmg condition, marital status, or political affiliation .

e Solicit or consider employment recommendations based on factors other than personal knowledge or
records of job-related abilities or characteristics :

e Coerce the political activity of any person
e Deceive or willfully obstruct anyone to compete for employment

e Influence anyone to withdraw from competition for any position so as to |mprove or lnjure the
employment prospects of any other person S e

e Give an unauthorized preference or advantage to anyone so as to improve or mjure the employment
prospects of any particular employee-or applicant.

e Engage in nepotism (i.e., hire, promote, or advocate the hiring or promotion of relatives)

e Engage in reprisal for whistle blowing — i.e., take, fail to take, or threaten to take or fail to take a
personnel action with respect to any employee or applicant because of any disclosure of information
by the employee or applicant that he or she reasonably believes evidences a violation of a law, rule or
regulation; gross mismanagement; gross waste of funds; an abuse of authority; or a substantial and
specific danger to public health or safety (if such disclosure is not barred by law and such information
is not specifically required by executive order to be kept secret in the interest of national defense or
the conduct of foreign affairs — if so restricted by law or executive order, the. disclosure is only
protected if made to the special counsel, the inspector general, or comparable agency official)

e Take, fail to take, or threaten to take or fail to take a personnel action against an employee or
apphcant for exercising an appeal, complaint, or grievance right; testifying for or assisting another in
exercising such a right; cooperating with or disclosing information to the special counsel or to an
inspector general; or refusing to obey an order that would require the individual to violate a law

“e Discriminate based on personal conduct which is not adverse to the on-the-job performance of an
employee, applicant, or others

o Take or fail to take, recommend, or approve a. personnel action if takmg or falllng to take such an
~ action would violate.a veterans’ preference.requirement; and : ,

-Take or fail to take a personnel action, if taking or failing to take action would vnolate any Iaw rule or
regulation implementing or directly concerning merit system principles






'ABSENCES FROM WORK'

Requirements

If you are going to be late for duty, you must call
your supervisor directly as soon as possible but
- no later than the end- of the first 2 hours of your
tour of duty. If you don'’t, you may be placed in
absent without leave (AWOL) status and you will
_lose pay. More importantly; depending on:the
circumstances, the AWOL may be used then or
later for leave restriction or further conduct
action. On rare occasions, probably not more
than once in a two or three week period, you
might run a little late due to circumstances such
as a flat tire or an accident on the highway which
.delays traffic. Under these rare occasions and
‘at management’s discretion, you will not be
charged with leave, and it is expected that you
will make up this time at the end of your normal
. workday schedule.
require completion of a:leave slip to request
~ annual leave or leave without pay. It is expected
that you take traffic and/or parking into
cansideration in order to arrive at work on time.

Recurring and/or excessive tardiness will result
in one or more of the following: Ileave
restrictions, AWOL, further conduct action.

Leave must be requested and approved in
advance except in certain emergency situations.

Leave Without Pay (LWOP) -

LWOP is an approved absence without pay
(unlike AWOL). If you are absent from work on
- approved leave and do not have the appropriate
leave accrued, you may be charged LWOP.
Note:- LWOP may be substituted for sick or

annual leave; annual leave may substitute for

sick leave; but sick leave may not substitute for
annual leave (except in very
© circumstances). -

Annual Leave

For eligible employees, annual leave is provided
for.two general reasons: 1) to allow for an annual
vacation; and, 2) to provide periods of time off for
personal purposes. When you request annual
leave, your supervisor will balance the needs of
the agency and the office against your need for
time away. Whenever possible, the supervisor
will approve the absence. Except for emergency

Any additional time -will -

specific

situations, annual leave must be abproved in
advance and in writing by your supervisor. Leave
accrual rates are as follows:

Length of Service Pay Period Years
0-3 years 4 hours 13 days
3-15 years 6 hours . 20 days
15+ years 8 hours 26 days

Your Earnings and Leave Statement (AD Form
334) will show your leave balances and any
amount subject to forfeiture. The maximum
number of hours which may be carried over from
one leave year to the next is 240 hours.

Sick Leave ‘

Sick leave can be used for five reasons: 1)
personal illness or incapacitation; 2) physxman
optical, or dental appointments; 3) exposure to a
contagious disease which would endanger the
health of co-workers; 4) to care for family
members who -are sick or need assistance; 5) to

- attend the funeral of a close family member. For

reasons 4 and 5, you are limited to 40 hours of
leave per calendar year unless your sick leave
balance is in excess of 80 hours. If your
balance is over 80 hours, higher limits apply and
you sholild consult with the Personnel Office for
details. All full-time employees, regardless of
length of service, earn 4 hours of sick leave per -
pay period (13 days per year). There is no limit
on the amount of sick leave that you can accrue.

If you are ill, you must call in as soon as possible
but no later than the end of the first two hours of
your normal work - schedule and, unless
previously directed otherwise, you must speak
directly with your supervisor. [f you are sick for
more than 3 days, verification from your doctor
may be requested. Frequent use of sick leave
may result in a requirement to provide a doctor's
certificate for each absence due to illness.

Other Paid Absences

There are certain other occasions when you may
be absent from work-and still be paid -- such as
holidays, jury duty, or witness service. Be sure to
check with your supervisor in advance.





OUTSIDE EMPLOYMENT OR ACTIVITY

The fourteen principles of ethical éonduct, ‘which

. apply to Federal employees (see the attached fact
sheet), require that outside employment not conflict
with official government duties. Therefore, you
should discuss all outside employment or volunteer

activities with the one of the following as appropriate:
the Center Counsel in the Processing and -
Disbursement Center in Fort Worth, TX or the

~ Administrative Law Unit in the PASC in Herndon, VA.

CHILDREN IN THE WORKPLACE

Children are not permitted to make ‘extended visits to
SBA offices. A short visit to show off a new baby or
introduce your children to your fellow employees is
fine, provnded it does not disrupt or impede Agency

business. As with all visitors to our fécilities, they
must enter through the front entrance and sign-in (or
be signed in).

WEATHER DISMISAL

The winter months may .cause some days of

inclement weather which could create delays in
reporting to work, necessitate closing the office, or
early dismissals. The following are différent
scenarios and how they will be handled:

If there is an announcement on radio or television
that:-the office is closed, employees are excused from
duty without loss of pay or charge to leave.

If there is no announcement that the office is closed,
employees are expected to report to work on time, if
possible. You must decide for yourself whether it is
safe and prudent for you to come to work any time
there are adverse weather conditions. For those
employees who make it in even though they are late
by an hour or two, administrative leave may be

granted to cover tardiness. Those who are unable to
come in are charged with annual leave or leave
without pay. :

If there is an announcement for an early dismissal,
employees will be dlsmlssed according to. their
normal departure times from work. For example, ifa
3-hour ‘“early dismissal’ -policy is announced, an
employee who normally leaves at 4:30 pm would
leave at 1:30 pm. Employees who leave work earlier
than their early dismissal time will be charged annual
leave or leave without pay from the time of their
departure ' through the remainder of the
normally/regularly scheduled workday. Employees
already on pre-approved leave or unscheduled leave
for the entire day will be charged for leave for the
entire day

AINJURIESIACCIDENTS ON THE JOB

.lf you ‘sustain an on-the-job injury while working for
the SBA, report the incident immediately to your
supervisor. Even .if the injury does not require
medical treatment, you will be asked to complete an
injury report form, a CA-1.
the CA-1 from the Personnel Office. If the injury
requires immediate attention, the Personnel Office

Supervisors may obtain-

~ will also provide you with~ a Form CA—16,’

"Authorization for Examination and/or Treatment."

" This form will authorize the physician or facility of

your choice to bill the government directly. However,
if misconduct or disregard for safety causes the
incident, medical bills will be the responsibility of the
individual.

TELECO'MMUTING:}

Whlle aII ehglble Off ice of Dlsaster Assustance
employees are encouraged .to participate in the
Telecommuting Program whenever possible, our

~mission and program requirements may limit the

opportunity for telecommuting. The Center Directors;
or deSIgnees have the authonty to approve an

employee's telecommutmg arrangement when it is

determined to be beneficial in achieving ODA's
mission. If any employee anticipates requesting the
authority to telecommute, even on an ad hoc basis,

they need.to formally apply.in accordance with SBA
SOP 33 59 1. In some functions it may be difficult to -
approve telecommuting due to the nature of the work.







USE OF GOVERNMENT EQUIPMENT

_Employees ‘and contractors are expected to conduct
themselves professionally in the workplace and to
refrain from using Government resources for
activities that are inappropriate or offensive, such as
- materials that are sexually explicit or ridicule others

- on the basis of race, creed, religion, color, sex,

handicap, national origin, sexual orientation, etc.
SBA employees do not have a right, nor should they
have an expectation, of privacy while using any
Agency equipment: at any time, including accessing
~the Internet or using e-mail.
equipment, employees imply their consent to
disclosing the contents of any files or information
maintained or passed through Agency office
equipment. . ,

Telephone Usage -

The telephones are. to be used only for official

business; some exceptions include emergency
situations, parents making a call to home to determine

~ whether or not children have arrived safely; calls to.

doctors concerning medical conditions or to make
appointments. Using the. office telephone for other

personal calls may result in conduct action. When -

digling long distance, dial 9-1 + area code and
numbers.  If you are aware of friends or relatives
_calling in on the toll free lines, advise them to stop:

E Mail :
E-mail is for official use only and is subject to the
same restrictions on use and to the same rewew

By using Agency

process as any other Government-furnished resource

provided for the official use of employees. Using the
system for the ftransport, delivery, storage or
distribution of personal messages, files, lmages or
animations, is prohibited.

Password Security :
You are responsible for changing your password
every 90 days. The minimum length of the password
is 8 characters and must include upper and lower
case letters, numeric and/or special characters. Do
not give out your password to anybody.

Desktop Security

Do not leave your computer on if you leave your desk
for any reason. You must lock it even though a
password-protected screensaver secures the desktop
after 10 minutes of inactivity.

Internet Services

As with other SBA resources such as SBA's

telephone and fax systems, you are allowed limited
personal use of SBA's. Internet services. You may
make occasional personal use of the Internet on your
own time, provided that such use is of short duration,
does not adversely affect or hinder the mission of the
SBA, and no fee is charged to SBA. Supervisors
have management authority and responsubmty fo
ensure that you appropnately use your oﬁ“cual time

-and resources.

‘PAY AND OVERTIME

Pay periods are broken into two-week periods, whlch
begin ‘on a Sunday and end on a Saturday. A pay
period chart is included in your package for your
convenience. Your official payday is Thursday, 12
days after the end of the pay period. You are
required by statute to have your check directly
deposited into a checking or savings account.
Usually, checks are deposited into your account on
the Monday before the payday, however, some
banks do not post the transaction until the next day.

Night Differential

You are eligible for night differential (10%) when your
regular schedule. includes work after 6 p.m. Night
differential is paid in addition to overtime, Sunday, or
holiday premium pay.

Overtime Rate
The Federal overtime rate equals one and a half
times your regular rate, until your salary is equivalent

to the GS-10 step 1 for your locality. Then your
overtime rate equals your regular time. This is the
case whether your position is classified as FLSA
NonExempt or FLSA Exempt.

If, however, you are classified as FLSA NonExempt,

- you cannot be required to earn compensatory time in

place of overtime unless you request it. In addition,
you also may not-work longer than the hours set by
your supervisors, including any authorized overtlme

" 40-Hour Requirement .

Regarding overtime, if you use leave without pay
(LWOP) on a weekday, your overtime "will ' be
affected. There is a 40-hour work week rule that
states you need to have 40 hours of paid time (i.e.,

worked time, annual leave, or sick leave) in a week
before you can receive overtime. If you do not have
40 hours of paid time accumulated, you will be paid





at the regular rate until you have reached 40 paid
regular hours.

Daily,  however, you are paid overtime for hours
worked in excess of 8 regular hours. If you report for
duty on a Wednesday, and you work 10 hours, you
will be paid for 8 regular and 2 hours' overtime that
day. The same holds true for Thursday and Friday.
‘On Saturday, you likewise- would be paid 8 regular
and 2 overtime, because of the 40 hour work week
ruie A

Final Pay

When separating, ‘you will want to be sure your travel
card is completely current, and that you have
returned all government property before you leave. A
lump-sum payment will be made for.any unused
annual leave approximately two.to four weeks after
you separate. Prior to. issuing the lump-sum
payment, there will be a full audit of your leave
records. Any discrepancies will be reconciled and
added/subtracted from your final check.

WORKPLACE VIOLENCE

"SBA has a zero tolerance policy when it comes to
workplace violence, the threat of violence, and

- disruptive behavior. This policy furthers the Agency's.

commitment to provide a‘ healthy, safe, and
~ productive work environment.” The goal is to maintain

a work environment free from 'violence, threats of
violence, intimidation, harassment or other. behavior
. of a disruptive nature because such behavior
interferes with ,accomplishing SBA’'s mission. You
must report ‘such behavior immediately to a

_ supervisor or manager, who' have ‘an obiigation to .

deal with such situations immediately. -

Title 18 prohibits “dangerous weapons" on Federal

- facilities (owned or leased). “Dangerous weapon

means any instrument, material, or substance, -
animate or inanimate, that is used for, or is rea‘dily
capable of, causing death or serious bodily injury” (a
pocket knife with a blade of less than 2‘/2 rnches in
length is an exception).

SEXUAL HARASSMENT

All persons have the right to appiy for posrtions and
work in an atmosphere of mutual respect that is free
from sexual harassment. Sexual harassment is a
serious conduct offense that will not be tolerated in
our workforce. The Equal Employment Opportunity
Commission defines sexual harassment as
deliberate, repeated, unsolicited, or unwelcome
sexual advances of all types. A person is harassed
“gsexually when .submission to conduct of a sexual
nature is made either explicitly or-implicitly a term or.

- condition of employment; submission to or tejection:

of such conduct is used as the basis for employment
decisions affecting ‘suo'h individual; or, when such
conduct unreasonably interferes - with- . work
performance, or creates an intimidating, hostile, or
offensive work envnronment :

Itis SBA policy to provide a work envrronment free of
sexual harassment prohibit all sexuai harassment,

explicit or impiicrt comply with the Ietter and spirit of
all laws and regulations governing sexual
harassment, taking immediate appropriate action
both when sexual harassment is alleged or proven,
and ensure availability of formal complaint channels.
for allegations of sexual harassment to all
employees.. : o

Some'simpie, basic guidelines include: don't discuss

items of a sexual nature.in the office; don't.make

lewd or demeaning commients; . don't: tell jokes of a
sexual nature; don't repeatediy ‘ask someone for a
date once they have said “no":

If you feel that you are being harassed, alert a
supervisor as quickly as possible. Management has

" a duty to address all mcrdents of potentrai sexuai :

harassment

EQUALE EMPLOYMENT OPPORTUNITY

It is_the policy of SBA to provrde equal empioyment‘

opportunity for all persons., Actions based on race,
color, religion, national origin, physrcai or mental
disability, sex, age, sexual orientation, or other non-
merit factors will not be tolerated. We will ensure that
empioyees are free from any and- all restraint,

mterference and retaliation for particrpatmg in any"'

- stage of the equal' employment opportunity complaint.

process. SBA's SOP 37 13 outlines its EEO program .
and includes all timeframes which must be met for
trmeliness in the complaint process. '
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ISTR! ORIENTATION FOR NEW EMPLOYEES

Welcome to the Office of Disaster Assistance. We're pleased that you have joined us and we hope this will help
you to better understand our operating guidelines and requirements. If you have any questions, you may ask
them during your orientation or you may discuss them at a later time with your supervisor.

Workweek

The regularly scheduled workweek is Monday through
Friday. During periods of low disaster activity we have
made available an Alternative Work Schedule (AWS).
The 5/4/9 work schedule is four 9-hour work days and
one 8-hour work day one week and four 9-hour work
days with one day off the other week. The 4-10’s work
schedule is a four day work week of 10 hour days with
one day off a week. When we experience a low
disaster activity period, we will issue further details.

Lunch Period

While working Monday through Friday, each employee
is required to take a lunch break. Thirty minutes of this
time is unpaid and is incorporated as part of the daily
work schedule. Monday through Friday, employees
may not work through lunch and claim overtime.
When you are required to work overtime on Saturday
or Sunday, there is no regulatory requirement to take a
lunch period; although managers do have that
discretion.

Breaks

Two (2) 15 minute breaks are split throughout the day
to take care of personal needs. We do not have set
break periods as some State and local governments
have. This office is "smoke-free" and smokers are to
use only the designated smoking areas. Please note:
there are no special smoke breaks. If supervisors
determine that an individual is abusing break times
then conduct action may be taken.

Performance and Conduct

Your supervisor should always be your initial source
of information concerning performance (quality and
guantity) and conduct (attendance, work habits, work
behaviors, etc.). In addition, this orientation package
details your responsibilities in regard to conduct
situations.

Paid Holidays

There are ten holidays, listed below, for which you
will receive pay. If the holiday, such as Christmas,
falls on a weekend, then the preceding Friday or
following Monday is considered to be the Federal
holiday. If you are required to work on any of these
holidays, you will receive eight hours of holiday pay
at your regular pay rate plus whatever hours worked
on the holiday at your regular rate up to eight hours.

Anything over 8 hours on the holiday would be paid
at the regular overtime rate.

Federally Recognized Holidays
New Year's Day
Martin Luther King's Birthday
Presidents' Day
Memorial Day
Independence Day
Labor Day
Columbus Day
Veterans' Day
Thanksgiving Day
Christmas Day

To be paid for a holiday, you must be in pay status
for at least one hour the day before or one hour the
day after. Being in pay status means that you either
are at work for at least one hour, or you have
approved annual or sick leave for at least one hour
the day before or the day after.

Political Activity

The Hatch Act does not permit you to run for partisan
office. Certain other political activities are expressly
prohibited while you are on duty. Please contact the
Administrative Attorney in the Personnel and
Administrative Support Center in Herndon prior to
becoming involved in any political activities.





GENERAL OFFICE INFORMATION

Office Security

ODA is committed to making our work environment
as safe as possible. In addition there are some
things that you can do to help.

1. Be aware of your surroundings; if something
looks out of place, report it.

2. Do not leave valuables where they can easily
be accessed or in plain sight.

Report anything stolen immediately.

4. Take the opportunity to leave in pairs if
exiting the building late at night.

5. Make sure all visitors use the front entrance
and sign in at the Reception Desk.

6. Wear your badge at all times. Report lost or
stolen access badges immediately.

7. Never give out your computer password.

8. Log off of your computer every time you
leave your desk.

w

Cell Phones
Personal cell phones will be turned off or set on vibrate
during work. They may be used at breaks and during
lunch periods.

Break Room

It is everyone’s responsibility to keep the break room
clean, including the microwave, counters and
refrigerators. Please wipe up any spills.

Open Door Policy

Disaster Assistance has an open door policy. That
means you should feel comfortable going to your
immediate supervisor to discuss any concerns you
may have.

Office Attire

Casual business attire is appropriate. Regardless of
position or work schedule, you are considered to be a
professional and should dress accordingly. Therefore,
please use good judgment in selecting appropriate
office attire. Dockers, khakis, jeans, etc. that are neat
and clean are allowed during the week. Sneakers are
acceptable on Fridays. Saturdays and Sundays are
more relaxed with sneakers and sweat suits allowed.
Shorts, tanks, beachwear, flip flops, sloppy clothing,
untucked shirts, or excessively tight or revealing

clothing are not appropriate office attire. Employees
arriving in inappropriate outfits, especially related to
excessively tight or revealing clothing, may be directed
to go home and change. One note: if you are unsure if
an outfit is appropriate for the office, then you probably
should not wear it.

Privacy and Confidentiality

All  employees have a professional and legal
obligation to protect and maintain the confidentiality
of the information and records with which we work.
This confidential information must be protected from
theft and accidental or unauthorized disclosures.
Most information contained in SBA paper and
electronic case files and records is confidential,
including employee and applicant/borrower
information. Official files or records are not to be
removed from the work site, except under very
specific circumstances.

We deal only with the applicant or an authorized
representative when discussing details of an
application or loan. You should also avoid discussing
applicant specific or employee specific information
outside of work. Even if this information is not used
by those who overhear your conversation, it may
reflect negatively on you, the Agency, and other
federal employees.

You may never use confidential information for
personal gain. Waste paper containing confidential
information must be shredded. It may not be left lying
around the workplace or disposed of in regular trash
receptacles.





USE OF GOVERNMENT EQUIPMENT

Employees and contractors are expected to conduct
themselves professionally in the workplace and to
refrain from using Government resources for
activities that are inappropriate or offensive, such as
materials that are sexually explicit or ridicule others
on the basis of race, creed, religion, color, sex,
handicap, national origin, sexual orientation, etc.
SBA employees do not have a right, nor should they
have an expectation, of privacy while using any
Agency equipment at any time, including accessing
the Internet or using e-mail. By using Agency
equipment, employees imply their consent to
disclosing the contents of any files or information
maintained or passed through Agency office
equipment.

Telephone Usage

The telephones are to be used only for official
business; some exceptions include emergency
situations, parents making a call to home to determine
whether or not children have arrived safely; calls to
doctors concerning medical conditions or to make
appointments. Using the office telephone for other
personal calls may result in conduct action. When
dialing long distance, dial 9-1 + area code and
numbers. If you are aware of friends or relatives
calling in on the toll free lines, advise them to stop.

E-Mail
E-mail is for official use only and is subject to the
same restrictions on use and to the same review

process as any other Government-furnished resource
provided for the official use of employees. Using the
system for the transport, delivery, storage or
distribution of personal messages, files, images, or
animations, is prohibited.

Password Security

You are responsible for changing your password
every 90 days. The minimum length of the password
is 8 characters and must include upper and lower
case letters, numeric and/or special characters. Do
not give out your password to anybody.

Desktop Security

Do not leave your computer logged on if you leave
your desk for any reason. You must lock it even
though a password-protected screensaver secures
the desktop after 10 minutes of inactivity.

Internet Services

As with other SBA resources such as SBA’'s
telephone and fax systems, you are allowed limited
personal use of SBA’s Internet services. You may
make occasional personal use of the Internet on your
own time, provided that such use is of short duration,
does not adversely affect or hinder the mission of the
SBA, and no fee is charged to SBA. Supervisors
have management authority and responsibility to
ensure that you appropriately use your official time
and resources.

PAY AND OVERTIME

Pay periods are broken into two-week periods, which
begin on a Sunday and end on a Saturday. A pay
period chart is included in your package for your
convenience. Your official payday is Thursday, 12
days after the end of the pay period. You are
required by statute to have your check directly
deposited into a checking or savings account.
Usually, checks are deposited into your account on
the Monday before the payday; however, some
banks do not post the transaction until the next day.

Night Differential

You are eligible for night differential (10%) when your
regularly scheduled tour of duty includes work after 6
p.m. Night differential is paid in addition to overtime,
Sunday, or holiday premium pay.

Overtime Rate
The Federal overtime rate equals one and a half
times your regular rate, until your salary is equivalent

to the GS-10 step 1 for your locality. Then your
overtime rate equals your regular time. This is the
case whether your position is classified as FLSA
NonExempt or FLSA Exempt.

If, however, you are classified as FLSA NonExempt,
you cannot be required to earn compensatory time in
place of overtime unless you request it. In addition,
you also may not work longer than the hours set by
your supervisors, including any authorized overtime.

40-Hour Requirement

Regarding overtime, if you use leave without pay
(LWOP) on a weekday, your overtime will be
affected. There is a 40-hour work week rule that
states you need to have 40 hours of paid time (i.e.,
worked time, annual leave, or sick leave) in a week
before you can receive overtime. If you do not have
40 hours of paid time accumulated, you will be paid





at the regular rate until you have reached 40 paid
regular hours.

Daily, however, you are paid overtime for hours
worked in excess of 8 regular hours. If you report for
duty on a Wednesday, and you work 10 hours, you
will be paid for 8 regular and 2 hours’ overtime that
day. The same holds true for Thursday and Friday.
On Saturday, you likewise would be paid 8 regular
and 2 overtime, because of the 40 hour work week
rule.

Final Pay

When separating, you will want to be sure your travel
card is completely current, and that you have
returned all government property before you leave. A
lump-sum payment will be made for any unused
annual leave approximately two to four weeks after
you separate. Prior to issuing the lump-sum
payment, there will be a full audit of your leave
records. Any discrepancies will be reconciled and
added/subtracted from your final check.

WORKPLACE VIOLENCE

SBA has a zero tolerance policy when it comes to
workplace violence, the threat of violence, and
disruptive behavior. This policy furthers the Agency’s
commitment to provide a healthy, safe, and
productive work environment. The goal is to maintain
a work environment free from violence, threats of
violence, intimidation, harassment or other behavior
of a disruptive nature because such behavior
interferes with accomplishing SBA’s mission. You

must report such behavior immediately to a
supervisor or manager, who has an obligation to deal
with such situations immediately.

Title 18 prohibits “dangerous weapons" on Federal
facilities (owned or leased). “Dangerous weapon
means any instrument, material, or substance,
animate or inanimate, that is used for, or is readily
capable of, causing death or serious bodily injury”.

SEXUAL HARASSMENT

All persons have the right to apply for positions and
work in an atmosphere of mutual respect that is free
from sexual harassment. Sexual harassment is a
serious conduct offense that will not be tolerated in
our workforce. The Equal Employment Opportunity
Commission defines sexual harassment as
deliberate, repeated, unsolicited, or unwelcome
sexual advances of all types. A person is harassed
sexually when submission to conduct of a sexual
nature is made either explicitly or implicitly a term or
condition of employment; submission to or rejection
of such conduct is used as the basis for employment
decisions affecting such individual; or, when such
conduct unreasonably interferes  with  work
performance, or creates an intimidating, hostile, or
offensive work environment.

It is SBA policy to provide a work environment free of
sexual harassment, prohibit all sexual harassment,

explicit or implicit, comply with the letter and spirit of
all laws and regulations governing sexual
harassment, taking immediate appropriate action
both when sexual harassment is alleged or proven,
and ensure availability of formal complaint channels
for allegations of sexual harassment to all
employees.

Some simple, basic guidelines include: don't discuss
items of a sexual nature in the office; don't make
lewd or demeaning comments; don't tell jokes of a
sexual nature; don't repeatedly ask someone for a
date once they have said “no”.

If you feel that you are being harassed, alert a
supervisor as quickly as possible. Management has
a duty to address all incidents of potential sexual
harassment.

EQUAL EMPLOYMENT OPPORTUNITY

It is the policy of SBA to provide equal employment
opportunity for all persons. Actions based on race,
color, religion, national origin, physical or mental
disability, sex, age, sexual orientation, or other non-
merit factors will not be tolerated. We will ensure that
employees are free from any and all restraint,

interference, and retaliation for participating in any
stage of the equal employment opportunity complaint
process. SBA’'s SOP 37 13 outlines its EEO program
and includes all timeframes which must be met for
timeliness in the complaint process.





OUTSIDE EMPLOYMENT OR ACTIVITY

The fourteen principles of ethical conduct, which
apply to Federal employees (see the attached fact
sheet), require that outside employment not conflict
with official government duties. Therefore, you
should discuss all outside employment or volunteer

activities with the Administrative Attorney in the
Personnel and Administrative Support Center in
Herndon, VA.

CHILDREN IN THE WORKPLACE

Children are not permitted to make extended visits to
SBA offices. A short visit to show off a new baby or
introduce your children to your fellow employees is
fine, provided it does not disrupt or impede Agency

business. As with all visitors to our facilities, they
must enter through the front entrance and sign-in (or
be signed in).

WEATHER DISMISSAL

The winter months may cause some days of
inclement weather which could create delays in
reporting to work, necessitate closing the office, or
early dismissals. The following are different
scenarios and how they will be handled:

If there is an announcement on radio or television
that the office is closed, employees are excused from
duty without loss of pay or charge to leave.

If there is no announcement that the office is closed,
employees are expected to report to work on time, if
possible. You must decide for yourself whether it is
safe and prudent for you to come to work any time
there are adverse weather conditions. For those
employees who make it in even though they are late
by an hour or two, administrative leave may be

granted to cover tardiness. Those who are unable to
come in are charged with annual leave or leave
without pay.

If there is an announcement for an early dismissal,
employees will be dismissed according to their
normal departure times from work. For example, if a
3-hour *“early dismissal” policy is announced, an
employee who normally leaves at 4:30 pm would
leave at 1:30 pm. Employees who leave work earlier
than their early dismissal time will be charged annual
leave or leave without pay from the time of their
departure  through the remainder of the
normally/regularly scheduled workday. Employees
already on pre-approved leave or unscheduled leave
for the entire day will be charged for leave for the
entire day.

INJURIES/ACCIDENTS ON THE JOB

If you sustain an on-the-job injury while working for
the SBA, report the incident immediately to your
supervisor. Even if the injury does not require
medical treatment, you will be asked to complete an
injury report form, a CA-1. Supervisors may obtain
the CA-1 from the Personnel Office. If the injury
requires immediate attention, the Personnel Office

will also provide you with a Form CA-16,
"Authorization for Examination and/or Treatment."
This form will authorize the physician or facility of
your choice to bill the government directly. However,
if misconduct or disregard for safety causes the
incident, medical bills will be the responsibility of the
individual.

TELECOMMUTING

While all eligible Office of Disaster Assistance
employees are encouraged to participate in the
Telecommuting Program whenever possible, our
mission and program requirements may limit the
opportunity for telecommuting. The Center Directors,
or designees, have the authority to approve an
employee’s telecommuting arrangement when it is
determined to be beneficial in achieving ODA’s
mission.

If any employee anticipates requesting the authority
to telecommute, even on an ad hoc basis, they need
to formally apply in accordance with SBA SOP 33 59
1. In some functions it may be difficult to approve
telecommuting due to the nature of the work.





ABSENCES FROM WORK

Requirements

If you are going to be late for duty, you must call
your supervisor directly as soon as possible but
no later than the end of the first 2 hours of your
tour of duty. If you don’t, you may be placed in
absent without leave (AWOL) status and you will
lose pay. More importantly, depending on the
circumstances, the AWOL may be used then or
later for leave restriction or further conduct
action. On rare occasions, probably not more
than once in a two or three week period, you
might run a little late due to circumstances such
as a flat tire or an accident on the highway which
delays traffic. On these rare occasions and at
management’s discretion, you will not be
charged with leave, up to the first 15 minutes,
and it is expected that you will make up this time
at the end of your normal workday schedule.
Any additional time will require completion of a
leave slip to request annual leave or leave
without pay. It is expected that you take traffic
and/or parking into consideration in order to
arrive at work on time.

Recurring and/or excessive tardiness will result
in one or more of the following: leave
restrictions, AWOL, further conduct action.

Leave must be requested and approved in
advance except in certain emergency situations.

Leave Without Pay (LWOP)

LWOP is an approved absence without pay
(unlike AWOL). If you are absent from work on
approved leave and do not have the appropriate
leave accrued, you may be charged LWOP.
Note: LWOP may be substituted for sick or
annual leave; annual leave may substitute for
sick leave; but sick leave may not substitute for
annual leave (except in very specific
circumstances).

Annual Leave

For eligible employees, annual leave is provided
for two general reasons: 1) to allow for an annual
vacation; and, 2) to provide periods of time off for
personal purposes. When you request annual
leave, your supervisor will balance the needs of
the agency and the office against your need for
time away. Whenever possible, the supervisor

will approve the absence. Except for emergency
situations, annual leave must be approved in
advance and in writing by your supervisor. Leave
accrual rates are as follows:

Length of Service Pay Period A Year
0-3 years 4 hours 13 days
3-15 years 6 hours 20 days
15+ years 8 hours 26 days

Your Earnings and Leave Statement (AD Form
334) will show your leave balances and any
amount subject to forfeiture. The maximum
number of hours which may be carried over from
one leave year to the next is 240 hours.

Sick Leave

Sick leave can be used for five reasons: 1)
personal iliness or incapacitation; 2) physician,
optical, or dental appointments; 3) exposure to a
contagious disease which would endanger the
health of co-workers; 4) to care for family
members who are sick or need assistance; 5) to
attend the funeral of a close family member. For
reasons 4 and 5, you are limited to 40 hours of
leave per calendar year unless your sick leave
balance is in excess of 80 hours. If your
balance is over 80 hours, higher limits apply and
you should consult with the Personnel Office for
details. All full-time employees, regardless of
length of service, earn 4 hours of sick leave per
pay period (13 days per year). There is no limit
on the amount of sick leave that you can accrue.

If you are ill, you must call in as soon as possible
but no later than the end of the first two hours of
your normal work schedule and, unless
previously directed otherwise, you must speak
directly with your supervisor. If you are sick for
more than 3 days, verification from your doctor
may be requested. Frequent use of sick leave
may result in a requirement to provide a doctor’s
certificate for each absence due to illness.

Other Paid Absences

There are certain other occasions when you may
be absent from work and still be paid -- such as
holidays, jury duty, or witness service. Be sure to
check with your supervisor in advance.
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The Oath of Office and the Constitution

Oath

I, [name], do solemnly swear (or affirm) that | will support and defend the Constitution of the
United States against all enemies, foreign and domestic; that | will bear true faith and allegiance
to the same; that | take this obligation freely, without any mental reservation or purpose of
evasion; and that I will well and faithfully discharge the duties of the office on which | am about
to enter. So help me God.

5U.S.C. 83331

As Federal civil servants, we take an oath of office by which we swear to support and
defend the Constitution of the United States of America. The Constitution not only
establishes our system of government, it actually defines the work role for Federal
employees - "to establish Justice, insure domestic tranquility, provide for the common
defense, promote the general welfare, and secure the blessings of liberty."

The history of the Oath for Federal employees can be traced to the Constitution, where
Article Il includes the specific oath the President takes - to "preserve, protect, and
defend the Constitution of the United States." Article VI requires an oath by all other
government officials from all three branches, the military, and the States. It simply states
that they "shall be bound by oath of affirmation to support the Constitution.” The very
first law passed by the very first Congress implemented Article VI by setting out this
simple oath in law: "I do solemnly swear or affirm (as the case may be) that | will
support the Constitution of the United States."

The wording we use today as Executive Branch employees is now set out in chapter 33
of title 5, United States Code. The wording dates to the Civil War and what was called
the Ironclad Test Oath. Starting in 1862, Congress required a two-part oath. The first
part, referred to as a "background check," affirmed that you were not supporting and
had not supported the Confederacy. The second part addressed future performance,
that is, what you would swear to do in the future. It established a clear, publicly sworn
accountability. In 1873, Congress dropped the first part of the Ironclad Test Oath, and in
1884 adopted the wording we use today.
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Returning To the Private Sector After Your SBA Service

Seeking Employment While Still Employed

When you leave SBA and return to the private sector, you should know how the Federal ethics laws affect you, both
while you are looking for a job and after you leave the Federal Government. This handout is designed to alert you
generally about the restrictions of law that apply in those situations. For more complete and specific guidance and
advice, you should consult with your Center Counsel who serves as our Ethics Official.

Phase | — Looking For A Job While
Still Employed At SBA.

> Under a criminal law on conflicts of interest
(18 U.S.C. §8 208), you cannot work in your
Government job on a particular matter that would
affect the financial interest of an entity (or person)
with which you are discussing possible employment.
The Standards of Ethical Conduct for Executive
Branch Employees (5 C.F.R. part 2635, subpart F)
contain a similar rule that applies even before
discussions begin, and may apply even when you
have just sent out a resume. Thus it would be
inappropriate to discuss employment with a loan
applicant or borrower at any time during the verifying,
loan processing or closing of a loan. If an applicant
or borrower approaches you about a potential job
offer, you should diplomatically and clearly inform
them that it is a violation of governing ethic
regulations to have such a discussion

> You can seek other employment while still
an SBA employee; you just can't work on a matter in
which that potential employer has an interest. Under
part 2635, subpart F, "seeking employment” is a
broad concept, and can include simply mailing a
resume even though no discussions have occurred.
If you think you have a potential conflict of interest
because of seeking employment, you must recuse
yourself from the matter causing the conflict of
interest.  After you accept a job outside the
Government but before you leave, you must continue
to refrain from working on particular matters in your
Government job that would affect the financial interest
of your new employer.

> You must also be careful not to misuse
Government resources (such as official time, the
services of other employees, office equipment and
supplies, and non-public information) in connection
with your job search. Limited personal use of office
equipment, etc., is permitted in accordance with
Agency guidelines, and generally is restricted to
breaks, lunch periods, and before or after work hours.

1

memo generally do not apply.

Examples of exceeding limited personal use include
asking other employees to help you on duty time,
making large numbers of copies, spending extensive
time on the internet, extensive use of the telephone,
etc.

> While you are still looking for employment,
you will want to familiarize yourself with the
restrictions discussed below that will apply to your
future employment activities, as they may affect the
focus of your job search.

> Finally, remember that you must satisfy “in
good faith” all of your “just financial obligations”
before leaving SBA.

Phase Il — Restrictions On Your
Employment After Government
Service

The following brief overview highlights the limitations
on your activities after you leave the Federal
Government. The Center Counsel is available to
provide more specific advice on these "post-
employment” restrictions, both before and after you
terminate your Government service.

A. 18 U.S.C. § 207 (post employment
restrictions).

> Regardless of grade, as a former non-senior
executive branch employee, you are permanently
barred from representational contacts with the entire
executive branch and all Federal courts with regard to
a particular matter (such as a contract, loan, grant or
lawsuit) if you worked on that matter while a
Government employee. If you merely supervised
others who worked on the matter during your last
year of service, you are restricted from making
representational contacts for only two years.

> There are a few limited exceptions to some
of these restrictions, which may include
representations on behalf of state or local

If you seek employment with another Federal agency or department and accept such a position, the rules discussed in this





governments, universities, hospitals or medical
research organizations, international organizations, or
expert opinion testimony given under oath. For more
information, consult with the Center Counsel.

> 18 U.S.C. § 203 (relating to conflicts of
interest)
> If, while you were employed with the

Government, a private sector firm represented clients
before the executive branch or any court where the
United States was a party or had a direct and
substantial interest, you are prohibited from sharing in
the profits earned by the firm for those matters. This
often is an issue with attorneys and other
professionals who, after Government service, return
to private practice with firms they were previously
associated with.

> SBA's post employment restrictions See
below for the definition of "SBA Assistance"?

> 13 C.F.R. § 105.202 provides that a
recipient of "SBA Assistance" may not have a former
employee as its employee, partner, agent, attorney or
other representative for a period of two years from the
date it was granted such assistance, if the former
SBA employee occupied a position involving
discretion over, or exercised discretion with respect to
the granting or administering of that assistance.
Failure of a recipient to comply with these provisions
may result in the termination of the existing SBA
Assistance or a demand for repayment of SBA
financial assistance. For example, you could not
represent a client as a loan packager if the client had
already received a loan form SBA in which you were
the approving loan officer. Also, you would not be
able to be the -construction contractor for the
repair/replacement of real and/or business property
on which you verified or signed as the reviewer for
the repair/replacement cost of damage to said

property.

> 13 C.F.R. 8 105.203 provides that, without
the prior approval of the SBA Standards of Conduct
Counselor (also known as the Designated Agency
Ethics Official), SBA will not provide "SBA
Assistance" to any person who has as an employee,
owner, partner, attorney, agent, owner of stock,

2 SBA Assistance means financial, contractual, grant,

managerial or other aid, including size determinations,
section 8(a) participation, licensing, certification and
other eligibility determinations. The term also includes
an express decision to compromise or defer possible
litigation or other adverse action. 13 C.F.R. §
105.201(e). However, the Ethics Official has ruled that
"SBA Assistance" does not include the award of
competitive contracts.

officer, director, creditor or debtor, any individual who,
within one year prior to the request for such SBA
Assistance was an SBA employee. If you anticipate
any of these relationships, consult with Center
Counsel immediately for more information about this
regulation.





		A. 18 U.S.C. § 207 (post employment restrictions).

		 Regardless of grade, as a former non-senior executive branch employee, you are permanently barred from representational contacts with the entire executive branch and all Federal courts with regard to a particular matter (such as a contract, loan, grant o

		 There are a few limited exceptions to some of these restrictions, which may include representations on behalf of state or local governments, universities, hospitals or medical research organizations, international organizations, or expert opinion testimo




U.S. SMALL BUSINESS ADMINISTRATION Calendar of 2011 Paydays and Holidays

JANUARY FEBRUARY MARCH
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
1 1 2 3 4 5 1 2 3 4 5
2 3 4 5 6 7 8 6 7 8 9 10|11 12 ¢ 6 7 8 9 1012 12 °
9 10 11 12 13 14 15 ! 13 14 15 16 17 18 19 13 14 15 16 17 18 19
16 @ 18 19 20 21 22 20 @ 22 23 2425 26 *] 20 21 22 23 24|25 26 °©
23 24 25 26 | 27|28 29 ?| 27 28 27 28 29 30 31
30 31
APRIL MAY JUNE
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
12 1 2 3 4|56 7 ° 123 4 *
3 4 5 6 7 8 9 7 8 9 10 11 12 13 14 5 6 7 8 9 10 11
10 11 12 13 14 15 16 15 16 17 18 J19]20 21 ) 12 13 14 15| 16|17 18 ¥
17 18 19 20 21 | 22 23 | 22 23 24 25 26 27 28 19 20 21 22 23 24 25
24 25 26 27 28 29 30 29 31 26 27 28 29 30
JULY AUGUST SEPTEMBER
Sun  Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
12 " 1 2 3 4 5 6 1 2 3
3 @ 5 6 7 8 9 7 8 9 10 f11]12 13 *] 4 @ 6 7] 8]9 10 °
10 11 12 13 14 ] 15 16 *| 14 15 16 17 18 19 20 11 12 13 14 15 16 17
17 18 19 20 21 22 23 21 22 23 24| 2526 27 Y| 18 19 20 21| 22]23 24 ¥
24 25 26 27 28 | 29 30 ] 28 29 30 31 25 26 27 28 29 30
31
OCTOBER NOVEMBER DECEMBER
Sun  Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat
1 1 2 1 3]4 5 % 1|2 3 *
2 3 4 s |16 7 8 *| 6 7 8 9 10 @ 12 4 5 6 7 8 9 10
9 11 12 13 14 15 13 14 15 16 | 17] 18 19 ®*} 11 122 13 14 |i5]16 17 ®
16 17 18 19| 20|21 22 #| 20 21 22 23 25 26 18 19 20 21 22 23 24
23 24 25 26 27 28 29 27 28 29 30 25 27 28 29 |3 31 *
30 31
?aeﬁfg]r;ir??’l miﬁi;?_irtﬁe?%ng's Birthday Payday JANUARY 2012
,'\:g;rg%ry 21 Fl\’/lr:rs;:g?ir;tl'sbg);y Sun Mon Tue Wed Thu Fri Sat
July 4 Independence Day Q _ 1 @ 3 4 5 6 7
September5 Labor Day Holiday
October 10  Columbus Day 8 9 10 11 12113 14 !
November 11 Veterans Day
November 24 Thanksgiving Day ______End of Pay Period 15 17 18 19 20 21
December 26 Christmas Day
22 23 24 25| 26|27 28 °
January 2 New Year's Day
SBA Form 1338 (1-11) January 16  Martin Luther King's Birthday 29 30 31






		2008




BU . .. -
A e U.S. Small Business Administration

> &
T " Office of Disaster Assistance
;é:\_ 0 e FACT SHEET

“"fx,\,:g%s;&* TRAVEL AND CREDIT CARDS

Travel Vouchers and Direct Pay

Travel vouchers must be filed weekly. Do not hold them and file several at one time.

Direct pay is a system in which certain types of travel expenses on your travel voucher
are automatically paid directly against the balance on your Government travel card,
rather than being reimbursed to you.

Direct pay is required. You must direct the cost of your lodging, car, plane fare, and
ATM withdrawals, as appropriate. You also need to ensure that all other expenses, such
as restaurants, which were charged to the card, are included in the direct pay.

ATM Withdrawals

The ATM withdrawal provides immediately-needed cash at the beginning of your travel.
It is not to be used as a continuous source of funds while in travel status.

ATM advances on the JP MorganChase credit cards are limited to the amount on the
travel authorization (TA).

The total amount allowed for ATM withdrawals is listed on the TA’'s. That amount is not
changed on extensions of travel. You are allowed no additional withdrawals

Rental Vehicles

Damage to vehicles rented by a traveler is the responsibility of the renter if it occurs
while using the vehicle for personal purposes — e.g., week-end side trips. This does not
apply to use of the vehicle for normal activities which are considered part of official travel
— e.g., driving to restaurants, the office, dry cleaners, and similar places.

JPMorganChase Travel Card

Your bill is due and payable upon receipt and must be paid in full each month.

The cut off for the billing cycle is the 16™ of the month. Payments must be mailed in
sufficient time so as to be posted by the 10™ of the next month. If not received and
posted by the 10th, then it is deemed past due and delinquent.

Delinquencies, excessive ATM withdrawals, and/or other misuse of the government’s
JPMorganChase Travel Card can and will result in conduct action.








